
RESOLUTION NO. 2000-1 52 

A RESOLUTION OF THE LODl CITY COUNCIL 
APPROVING THE IMPLEMENTATION OF THE SALARY 

SURVEY FOR THE GENERAL SERVICES UNIT AND 
THE CONFIDENTIAL UNIT, AND ADOPTING UPDATED 

CLASS SPECIFICATIONS FOR BOTH ___________----__------------------------------------------------- _____--____------------------------------------------------------- 

BE IT RESOLVED, that the Lodi City Council does hereby implement an overall 
8.14% compensation increase for members of the General Services unit, and 12.8% for 
the Confidential Unit as listed in the salary adjustments spreadsheet developed by Bryce 
Consulting effective the pay pqiod in which July 1, 2000 falls, as shown on Attachment I 
and I I ,  attached hereto and made a part hereof; and 

BE IT FURTHER RESOLVED that the Lodi City Council hereby adopts updated 
class specifications for the General Services Unit and the Confidential Unit, as shown on 
Attachment I l l .  

I hereby certify that Resolution No. 2000-152 was passed and adopted by the 
City Council of the City of Lodi in a regular meeting held August 16, 2000 by the 
following vote: 

AYES: COUNCIL MEMBERS - Land, Nakanishi, Pennino and Mann 
(Mayor) 

NOES: COUNCIL MEMBERS - Hitchcock 

ABSENT: COUNCIL MEMBERS - None 

ABSTAIN: COUNCIL MEMBERS - None 

SUSAN J. BLACKSTON 
City Clerk 
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city IAo1ii  
Cciiernl Scrvlces Iiitcrtial Salary I~clutiottsli i~is 

l locomiiiondod Rocommhndod 
Old Classlficallon Now Classllicallon A Slop B Slop 

Atl in in is l ra l lvc Suppurl 
Depnrtiiicnt Secretary Adniit i islri i l ive Sccrclary 2.664.99 2.790.24 
Sqiervisii ig Adriiinislrntive Clerk Ollicc S upcrvisor 2.664.99 2,790.24 

A’H’ACI IMICN‘I’ 1 

Recoriimonded Rocomniondod Rocomniondod 
c Step D Stop E slop lntornal Alignmont 

2,938.15 3,085.06 $3.239.31 Bcncliriiark: set lo iiiarkcl 
2,930.15 3.005.OB $3.239.31 Same as Adrninislralive Secrelary 

Aiiriiiiiistralivc Clerk I l l  
Adiii inislralivc Clcrk I t  

I I 
Senior Adii i i t i istralivc Clerk 2.234.90 2.346.731 2.464.07 2.507.27 $2.716.64 IApprox 10% ~IJOVO Atliniiislrnlivo Clork 
Adiiiiniscralivc Clerk 2.031.00 2,133.391 2.240.06 2,352.07 $2,469.671Benchmark; sel lo markel 

1 

~ a t : i  Processing Operations SpeciiiIist I ti i fonnation ~ y s ~ c i i i s  Specialist 2.664.991 2.790.24 I 2.930.151 3.005.061 $3.239.31 ]Same as Adrninislralivc Sccrclary 

Corntnurllty L)cvcloplncli l  
Associate I’lanticr 
Assislalit I’hiincr 
Junior I’liinncr 

Associ;tlc I’latiiicr 3.776.30 3,905.12 4,163.37 4.37 1.54 $4,590.12 Benchmark; scl lo markel 
Assislant I’lanner 3,433.00 3.604.65 3.704.09 3.974.13 $4.172.04 Approx 10% bclow Associalo Planner 
Junior I ’ h i i c r  3.1 20.91 3.276.96 3,440.01 3.612.85 $3.793.49 Approx 10% below Assislanl Planner 

Senior Uuilding Inspector 
I lu i ld i i ig Inspector I I  
I lu i ld ing Inspeclor I 

’I 

Sciiior Uui ld i i ig Inspeclor 3,707.1 7 3,092.52 4,007.15 4,291.51 $4.506.00 Approx 10% above Building Inspeclor I I  
I l i t i ld i i ig Inspector II 3.370.15 3,530.66 3,715.59 3.901.37 $4.096.44 Benchmark; sel lo markel 
I lu i ld i i ig Inspector 1 3.063.77 3,216.90 3,377.01 3.546.70 $3.724.04 Approx 10% below Building Inspeclor I1 

I~lllllncc 

Suppotl Services Supervisor 
Accoutilirig Tccliniciiin 

I;iriniice ’l’ecliniciun 2,000.00 2.03 1 .O 1 2,073.40 3.122.07 $3.270.17 Approx 10% abovu Sonlor Cusloniur Svc Rop 
I:insnce Technician 2.690.96 ’ 2.031.01 2.973.40 3.122.07 $3.270.17 Approx 10% abovu Sotilor Cuslonicr Svc Rep 

Accouii l ing Clc i  k 
New Cl:iss 

’ The currenl lop step salarles aro prior lo Iho July 1. 2000 3.55 cosl of livlng lncroase 

Accouii l i ttg Clerk I I  2.220.09 2.340.33 2.457.35 2.500.22 $2.709.23 Bencliniark; sel lo niarkel 
Accouii l i i tg Clerk I 2.026.26 2,127.50 2.233.96 2.345.65 $2.462.94 Approx 10% below Accounlirig Clerk II 

I 

New Class 
Sciiior Accoii i i l i i ig Clerk 
New Cliiss 
New Class 

Cirstoiitcr Scrvicc Supervisor 3.10 1.50 3,256.58 3,419.40 3,590.3 7 $3,769.09 Approx 15% abovo Firiaiico Tocliniclan 
Senior Cirslotiicr Service Itcprcrciticilivc 2.451.70 2.574.37 2,703.09 2.03U.24 $2.900.15 Approx 10% abovo Cusloinor Svc Rep I I  
Cusloiiicr Service Itcprcsciilalivc I t  2.220.09 2,340.33 2.457.35 2.500.22 $2,709.23 Same as Accounting Clerk li 
Cunlniitcr Service I~enrcscii lative I 2.026.26 2.127.50 2.233.96 2.345.65 $2.462.94 Approx 10% below Cuslomer Svc Rep II 

Custorncr Scrvicc Supervisor 
Accoiiiil Collcclor 
M c k r  Itendcr 

I:icld Services Supcrvisor 3,156.53 3.314.36 3.400.0U 3.654.00 $3.036.70 Approx 15% abovu Field :Sorvicos licp 

Field Services Itcprcsciil:ilivc 2.744.01 2,082.05 3,026.1 5 3,177.46 $3.336.33 Approx 10% above Melcr fieader 

Mcrcr Iteirdcr 2,495.20 2,620.05 2.751.05 2.000.60 $3.033.03 Bcncliniark; sel lo niarkel 

I’iirkifig Biiforcctiieiil Assistant 

Buyer 
Scriior StorekecperlUuyer 
Storekeeper 

Parking l!ti~i.~rccniciit Assislanl 2,296.64 2.411.47 2,532.05 2.650.65 $2,791.50 Bonchmark: sol lo niarkel 

Uuycr 3,006.09 3.240.39 3,402.41 3.5 7 2.5 3 $3,751.16 Benchmark: scl lo riiarkcl 
Scriior Storekeeper 2,603.50 2.017.73 2,950.62 3,106.55 $3.261.00 Approx 15% below Buyer 
Storckecpcr 2,439.60 2,609.05 2,024.14 $2.965.34 Approx 10% below Senior Slorckccpcr 2.501.50 



A'1"I'AL. IMENT 1 

Old Classlflcatlon 
Libra ry  
Librarioii I I  
t.ilmrian I 

Senior Library Assistant 
Library Assistant 

Parks and Ileercatlon 
I'nrks Project Coorditiator 

1'rogi;iiii Coordinator 

city of L o d i  
Ccneral Scrvlccs Ititeriial Salary Ileln~lorislii~rs 

Recommended Recommended Recommended Roconiniendod Roconimonded 
Now Clasntficatlon A Stop B Step c stop 0 Step E Step Intornal Allgnmont 

Librurian I I  3.269.53 3,433.00 3.604.65 3,704.09 $3.974.13 Approx 5% below Assislanl Plannor 
Lilrrnriaii I 2.972.30 3,120.0 1 3.276.06 3.440.01 53,612.05 Aplrrox 10% bolow Lilrrwian II  

Senior Librnry Assislnnt 2.346.73 2,464.07 2,587.27 1 2.716.64 $2.052.47 Approx 10% above Llbrab Assistanl 

Librnry Assislaill 2,133.39 2,240.06 2,352.07 2.469.67 $2.593.15 AP~IOX 5% ~ ~ O V O  Adr ih  C h k  

Piirks Project Coordinator 3.742.30 3,929.42 4.125.09 4.332.18 $4.540.79 Same as Scnior Enginocring Technician 

P;II ks I'rogriini Specialist 3.118.59 3.274.52 3.430.24 3,610.1 5 $3,790.66 Approx 20% below Parks Projecl Coordinalor 

Police ilecords Clerk Supervisor 
Police Records Clerk I l l  
Police Itecords Clerk 11 

I'olicc Itecords Clerk Supervisor 2.460.04 2,591.44 2,724.01 2.857.06 $2.999.91 Approx 15% abovo Polico Records Clark I I  
Senior Police llecords Clerk 2.360.73 2.478.77 2,602.70 2.732.04 $2.869.48 Approx 10% above Police Records Clerk It 
Police Records Clerk I I  2,146.12 2,253.42 2.366.10 2.484.40 $2.600.62 Benchmark; sel to markel 

1'i)lii.r llrrnrtla rlrrk I 1.951.02 2.040.57 2.1 51 .OO 2.250.55 $2.371.47 ADINOX 10% bolow Police Records Clerk II 

Aninial Corilrol Officer 
Assistnnl Anitrial Conlrol Officer 

' The curronl top slop satortos aro prlor to Uie July 1. 2000 3.55 cost of llvlng Increase 

Ariitnnl Services Of l icer 2.404.41 2.600.63 2.739.06 2.076.01 $3,019.01 Benchmark; sol lo markel' , 
Assistant Aiiitiiiil Services Officer 2.250.55 2.371.40 2,490.05 2,614.55 $2.745.20 Approx 10% below Anlmol Sorvlcos Ollicor 

2 

I'iildlt \Vork$ 
Associate Trnll ic Engiiiecr 
Associate Civ i l  Engineer 
hSSiSlilht Engineer 
Junior Engineer 

lingineeriiig Tech. Supervisor 
Senior Eiigineeriiig Tec1iriici;in 
1:nfiiiieeriiig TecIinicii\n I I 
I!tiEinccriiig Teclinician I 

Associate Tr i i l l ic  Engineer 4.528.19 , 4.754.60 4.992.33 5,241.94 $5.504.04 Same as Assoclate Civil Englneer 

Associnle C iv i l  Engineer 4.520.19 4.750.60 4.992.33 5.24 1.94 $5,504.04 Benchmark; set lo niarkct 
Assistan1 Etigiiiecr 4,116.53 4.322.36 4,530.48 4,765.40 $5.003.G7 Approx 10% below Associalu Civil Englnecr 
Junior Engineer 3.742.30 3.929.42 4.125.89 4.332.18 54.540.70 Approx 10% bolow Assistant Enyineor 

Senior Etiginccring Teclinician 
Senior liiigineeriiig Techtiiciiin 
lhigiiieeritig 'I'cchnicinii I I  3.402.09 3.572.20 3,750.01 3.930.35 $4.135.27 Approx 10% bolow Senlor Eng Toctinlclan 

Engineering 'I'cclinicinii I 

3.742.30 3,929.42 4.125.09 4.332.10 $4,540.79 Same as Junior Engineer 
3,742.30 3,029.42 4.125.89 4,332.18 $4.540.79 Same as Junior Engineer 

3.092.01 I 3.247.45 3.409.83 3.500.32 $3,759.33 Approx 10% bolow Eng Technician II 
I 

I'irblic Works Itispcctor II 
I'ublic Works Inspector I 

I'ublic Works Inspeclor I I  3.370.15 3,538.06 3.7 15.59 3,901 3 7  $4,096.44 Sanw as Ouilding Inpscclor I! 

Public Works Inspector I 3.063.77 3,216.96 3.377.01 3.506.70 53.724.04 Approx 10% below PW llispcctor II 



.. .. 
.. . . 

Classlflcatlon 

City &f Lodi 
Confldcntlal Intcrnal Salary Rclatlonshlps 

Rocommonded Rccommcndcd Recommended Rocommonded Recomrnondcd 
A Stop D Stop c s top  D Stop E Stop In t arnnl  all^ nnmnt 

Adm in is1 rn t ive Clerk - Co t i  fiden t ial 
Ilcputy City Cicrk 
1-1 \I nimi Resourccs 'Tcch t i  ic i 

$ 2,133.39 $ 2,240.06 $ 2,352.06 $ 2,469.67 $ 2,593.15 Approx 5% above AdminisIralive Clerk 
$ 2,019.01 $ 2,959.97 $ 3,107.96 $ 3,263.36 $ 3,42G,53 Boncliiimrk; sot lo ti\i\rkoI. 

$ 2,645.19 $ 2,777.45 $ 2,916.33 $ 3.062.14 $ 3,215.25 Benchmark: sel lo markel 
Lcgal Secretary I $ 3,120.30 I $ 3,276.31 I $ 3,440.13 I $ 3,612.14 I $ 3.792.74 IApprox 5% bclow Sccly lo llic Cily Malingor 
Sectctaw to the Citv Matiaecr I $ 3,276.31 I $ 3.440.13 I $ 3.612.14 I $ 3.792.74 I $ 3.902.38 IBenchmark: set to market 

Page I of 1 



Attachment I11 
Amended 

0 

0 

CITY OF LODI 
GENERAL SERVICES 
JOB SPECIFICATIONS 

Accounting Clerk IiTI 
Administrative Clerk 
Administrative Secretary 
Animal Services Officer 
Assistant Animal Services Officer 
Assistant Civil Engineer - Traffic 
Assistant Engineer 
Assistant Planner 
Associate Civil Engineer 
Associate Civil Engineer - Traffic 
Associate Planner 
Building Inspector I/II 
Buyer 
Community Improvement Officer 
Customer Services Representative I/II 
Customer Service Supervisor 
Engineering Technician I/II 
Field Services Representative 
Field Services Supervisor 
Finance Technician 
Information Systems Specialist 
Junior Civil Engineer - Traffic 
Junior Engineer 
Junior Planner 
Librarian HI 
Library Assistant 
Meter Reader 
Office Supervisor 
Parking Enforcement Assistant 
Parks Program Specialist 
Parks Project Coordinator 
Police Records Clerk I/II 
Police Records Clerk Supervisor 
Prograrnmer/Analyst I/II 
Public Works Inspector I/II 
Purchasing Assistant 
Senior Administrative Clerk 
Senior Building Inspector 
Senior Customer Service Representative 
Senior Engmeering Technician 
Senior Library Assistant 
Senior Police Records Clerk 
Senior Storekeeper . 
Storekeeper 



CITY OF LODI Au,oust 16,2000 

ACCOUJNTING CLEM I m  _ -  

DEFINITION 

Performs responsible clerical work in financial systems and functions, including, payroil, 
accounts payable, and fiscal accounting systems. - 

DISTINGUISHING CHARACTERISTICS 

.4ccountin,o Clerk I 

This is the entry-lzvel classification in the Accounting Clerk series. This class is distin9ished 
f ion the Accounting Clerk II in that this class performs tasks that are more routine in nature and 
are performed under close supervision. This is a flexibly staffed class in that the Accounting 
Clerk I position is expected to progess to thz II level with training and satisfactory performance. 

Accounting Clerk I1 

Positions in this class perform jokey-level clerical work of a financial nature, working under 
general supervision and structured guidelines and procedures. Positions in this class are 
normally filled by advancement from the Accounting Clerk I class. 

This class is distinguished from the Customer Service Representative classes in that the latter 
spend the majority of time working directly with the public to collect revenue, answer questions, 
and resolve problems. 

SUPERVISION EXERCISED .AND RECErVED 

Receives general supervision from an Accountant L?I or higher-level class. 

EXMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Processes accounts payable for City operations; processes invoices for weekly check run; 
payroll vouchers; 
Reconcile vendor accounts, maintain vendor files; 
Prepares Form 1099 for IRS reporting; 
Submits Cash requirement reports to Revenue Manaser; 
Prepare Disbursement reporfs to City Council; 
Assists Auditors during the annual audit and during interim audits by other government 
agencies; 

9 

fs-Accounting Clerk I-If 



CLASS SPECIFICATION CITY OF LODI 
Accounting Clerk I/II Page 3, of 3 

0 

0 

0 

_ -  
Processes utility billings; writes servicz orders for utility customers; checks meter books and 
computes billing amount, enters billing information onto computer; and mails out computer 
generated utility bills; 
Receives utility bill payments over a public counter or through thz mail; processes, balances, 
and deposits billing mounts; 
Answer the telephone and respond to question on payments, pending accounts, open purchase 
orders, contract payments, and other City financial transactions; 
Processes payroll time cards and enters payroll information into the computer; runs and 
processes computer payroll reports; performs daily and bi-weekly payroll procedures; 
Performs routine accouqting system procedures includinp window receipts data entry, 
monthly general ledger journal entries, bank statements balancing, and generation of 
computer reports on payroll, revenues, expenditures, and other financial activities; 
Process purchase orders; 
Audit CIS-Orcom utility collections m d  receivables prior to posting; 
Maintains various ledgers, resisters, and journals accordins to established account 
classifications; 
Performs related duties as required. 

iV1INTMUM 0 U.AJJFICATI 0 NS: 

Accounting Clerk I 

Knowledoe of: 

iModem office practices and procedures; 

Abilitv to: 

Perform routine mathematical computations; 

- 
Pedorm clerical procedures in an organized and accurate manner; 
Operate a typewriter, calculator, and other common office rnaches; 
Learn and operate a computer terminal using various finmcial applications; 
Understand and cany out oral and witten instructions; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 

. .  



CLASS SPECIFICATION CITY OF LODI 
Accounting Clerk IAI Pace 3 of 3 

. -  

- 
Accounting Clerk 11 

In addition to the knowledge and abilities required for Accounting Clerk I: 

Knowledye of: 
> 

0 Principles and practices of financial record keeping; 
The basic purpose and nature of accounting systems in municipal government. 

Abilitv to: 

Keep financial and statistical records; 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce !he qualifying 
knowledge and ability. A typical combination is: 

Accounting Clerk I 
Education: 

Equivalent to completion of hi& school. 

Experience: 

0 One year of experience in a position performing a variety of clerical duties. 

-4ccounting Clerk TI 
Education: 

Equivalent to completion of high school.. 

ExDzrience: 

One year of experience in a financial clerical position or one year as an .4ccoUnting Clerk I 
with the City of Loili.' 



CITY OF LODI August 16,2000 

DEFINITION 

Provides a variety of routine to moderately difficult office support duties for various City 
departments and offices. These may include public contact, providing information, 
recordkeeping, specialized processing related to the department assigned, typing, word 
processing, preparing spreadsheets, maintaining databases, establishing and maintaining 
file systems; and performing related work as required. 

DISTINGUISHING CH,=ACTERISTICS 

Incumbents perform a variety of duties requiring the acquisition of knowledge of 
departmental and City procedures. 

This class is the fully qualified, journey level class of the City’s Administrative Clerk 
series, competent to perfom a variety of office support and clerical duties. Positions are 
characterized by the presence of guidelines from which to mz!e decisions, and the 
availability of supervision to resolve non-routine problems encountered. 

SUPERVISION EXERCISED AND RECEIVED 

Administrative Clerks work under general supervision from senior clerical staff,’ or 
professional or managerial personnel. 

An Administrative Clerk may direct the work of p a - t i m e  or temporary clerical staff, but 
is not considered a lead level of classification. 

EX4MfLES OF DZTIES 

Duties may include, but are not limited to, the following: 

Perfoms a variety of support duties related to the department to assist staff in various 
office and public activities; 
Serves as receptionist; receives and screens callers and visitors; provides infomation 
regarding City or department practices and procedures to a variety of parties and the 
general public; 
Gathers information fiom individuals or reference sources to complete and process 
various forms, records and applications; md contacts individuals to obtain additional 
information; 
Enters and retrieves data fiom computer systems, Operates personal computer, related 
sohvare and peripheral equipment follou.in,a established formats; 

. . .  



CITY OF LODI 
Administrative Clerk 

Page 2 of 3 

a 

0 

0 

a 

a 

a 

a 

0 

a 

0 

a 

Operates computer systems, which may be used City-wide or specifically designed 
for use only in the department assigned, to generate reports and perform other 
automated processes; - performs various file maintenance ~ activities related to 
computer systems ; 
Maintains records and processes forms, such as time records, purchase requisitions 
and orders, and others specific to the or,oanizational unit; 
Posts and transcribes data, prepares and updates a variety of reports, which may 
require the use o f  routine arithmetic calculations; 
Establishes and maintains office files, and researches and compiles information from 
such files; 
Prepares correspondence, reports, forms arid specialized documents related to the 
hnctions of the department assigned, from drafts, notes, dictated tapes, or brief 
instructions; 
Proofreads and check typed and other materials for accuracy, completeness, 
compliance with departmental policies, and correct English usage including grammar, 
punctuation, and spelling; 
Copies, assembles and distributes reports and other written materials; 
Collects fees, issues receipts, adds sums of figures, and performs related basic 
comhutations; 
Performs office support activities such as opening arid distributing mail, processing 
outgoing mail, and ordering office supplies; 
Arranges for repair and maintenance of office and vending equipment ; 
Performs other related duties as required. . 

MIiVI&IUBI QUALIFICATIONS 

finowiedee of 

Basic business arithmetic. 

Basic office practices and procedures, including filing and the operation of standard 
office equipment; 
Correct English usage, including spellins, g-ammar, and punctuation. 

Business letter writing and the standard format for typed materials; 
Policies, procedures, processes and forms related to the department to which 
assigned; 
Basic business data processing principles and the use of and operation of a personal 
computer. 

Abilitv to: 

Understand and carry out oral and written instructions; 
Perform detaiIed clerical work accurately; 
Type at a speed necessary for adequate job performance; 
iMaintain attention to detail despite interruptions; 
Communicate tactfully and effectively with the public; 



CITY OF LODI 
Administrative Clerk 

Page 3 of 3 

a 

a 

a 

Learn specialized processing, procedures and office support tasks related to the 
department assiged. 

Compose routine correspondence fiom brief instructions; 
Use initiative and sound independent judgement within established guidelines; 
Use and operate centralized telephone equipment, personal computer, d a t e d  
software, and peripheral equipment; 
Prioritize work-and coordinate several activities simultaneously. 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

Organize and maintain accurate recordsand office files; - -  

EDUCATION AND EXPERIENCE 

Any combination of expeAence and education that would likely produce the qua1i-g 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to completion of high school including completion of specialized Clerical 
coursework. 

Experience: 

Two years of responsible journey level clerical experience. 

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s license (Class C) issued from h e  California 
Department of Motor Vehicles. 



CITY OF LODI Au,oust 16,2000 

ADiMTNISTFL4TIVE SECRET.1RY - _ -  

DEFINITION 

Perfoms a variety of complex andor confidential secretarial and administrative duties 
for a department; manages the clerical support fhctions of the department. 

DISTINGUISHING CHAR4CTERTSTICS 

This class is distinguished from the general clerical classes by more complex, responsible 
and sensitive duties related to a position functioning as the personal secretary to a 
department head and by responsibility for managing the clerical support functions within 
a department. 

SUPERVISION EXERCISED AND RECEIVED 

Direction is provided by a department head. Functional or technicaI supervision may be 
received Erom departmental management staff. 

Responsibilities may include direct or indirect supervision of subordinate cIerical 
posirions. 

EX4MPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Serves as office manager to ensure work is handled on a priority basis and completed 
in a timely manner; 
Acts as a receptionist; screens calls and visitors, and refers inquiries as appropriate; 
responds to complaints and requests for information based upon departmental policies 
and procedures; 
Trains clerical sbff in courteous and effective practices when interacting with the 
public; 
Participates and assists in the adrmnistration of a department; handles routine 
personnel, payroll, purchasing and budget duties; 
Initiates and maintains a variety of files and records for infomation regarding such 
areas as payroll, the budget and purchasing; maintains manuals and updates resource 
materials; 
Types and/or transcribes a vx-iety of witten material from handwritten copy, types, 
andor shorthand notes; 
Gathers information regarding City and department activities and advises department 
or division heads a necessary; 
Distributes infomation and materials generated by department head or manasement 
staff; 



CITY OF LODI 
Adminisaarive Secretary 

Page 2 of3  

Composes and handles routine correspondence not requiring the department head’s 
personal attention. When required; initiatzs specific correspondence for signature by 
depadment head or management staff; 
Researches, compiles, and analyzes data for special projects and various reports; 
compiles data and assists in developing recommendations on the formulation of  
policy, procedures, new programs and systems; 
Serves as Secretary to a board or commission including preparing the agenda, 
assembling background materials and taking minutes of meetings; 
Operates appropriate software for computers used in the department; develops, 
implements, and maintains related filing systems on the computer systems in the 
department; 
Supervises, trains and evaluate subordinates; 
Performs other relatedhuties as required. 

MINIMUM OU.4LIFICATIOiVS 

Knowledae of: 

* 
English usage, spelling, grammar and punctuation; 
iModem office methods, procedures and equipment, including word processing 
spreadsheet, database and scheduling software for personal computers; 
Principles of supervision, training and performance evaluation. 

Abilitx to: 

0 

0 

0 

0 

0 

a 

0 

0 

0 

0 

0 

Understand the organization and operation of the City, including the role of an elected 
City Council and appointed boards and commissions, and of outside agencies as 
necessary to assume assigned responsibilities; 
Plan, organize and manage the clerical support function of the department to which 
ass iped;  
Communicate effectively, orally and in writing; 
Work cooperatively with other departments, outside agencies, and the public; 
interpret and apply departmental policies, procedures, and rules; 
Type and/or transcribe from handwritten copy, dictaphone md/or shorthand notes at a 
speed necessary for adequate job performance; 
Operate appropriate computer software; develop, implernent and maintain related 
filins systems on computers; 
Work independently in the absence of supervision; 
Use initiative and independent judgment within established guidelines; 
Compile and maintain complex and extensive records and files;. 
Supervise, train, and evaluate subordinates; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 



CITY OF LODI 
Adminjstrative Secretary 

Page 3 of 3 

EDUCATION .4ND EXPERIENCE 

Any combination of experience and. education that would likely produce the qualifying 
- knowIed,oe and ability. A typical combination is: 

Education: 

Equivalent to the completion of hi& school supplemented by specialized clerical 
courses. 

Experience: 

LICENSES .AND CERTIFICATES 

Five years directIy related and increasingly responsible experience. 
z 

Possession of a valid Driver’s License (Class C) issued fiom the CaIifornia 
Department of Motor Vehicles. 

. .  



CITY OF LODI August 16,2000 

AYIM4L, _ _  SERVICES OFFICER _ -  

DEFIXITION 

Supervises and participates in the enforcement of animal resglations; manages the 
Animal Services Unit. 

SUPERVISION EXERCISED AND RECEIWD 

Responsibilities include direct supervision of the Assistant Animal Services Officer, 
part-time kennel staff and volunteers; 
General supervision is-provided by a Police Lieutenant. 4 

EX4iMPLES OF DUTIES - Duties may include, but are not limited to the following: 

Supervises and participates in the enforcement of City ordinances and State animal 
control laws; 
Manages Animal Services Unit operations; trains employees; purchases supplies and 
equipment; cleans kennels and cages; feeds and cares for animals; maintains and 
repairs equipment; 
Picks-up and impounds stray, injured and dead animals; 
ResoIves .complaints or questions &om the public concerning ordinances, laws and 
Animal Services operations and procedures; 
Prepares and maintains relevant records a d  reports; 
Coordinates presentations for public goups interesled in .-a1 Shelter operations; 
Provides functional supemision to the Assistant h m a l  Services Officer; 
Recruits, trains and coordinates volunteers; 
Performs related duties as required. 

MINTMUM 0 UALIFICATIONS 

ffiowledce of: 

Animals and their habits; 

Laws, ordinances, and policies da ted  to animal control; 
Law enforcement procedures, operations and regulations; 

Diseases pertaining to dogs and cats; 
iMethods of humane animal apprehension, care and disposzl; 
Principles of supervision and training. 
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. -  
ASSISTANT A k f - I L  SERVICES OFFICER 

DEFINITION - 

Enforces laws, regulations, and policies relating to animal control; performs general office duties 
related to Animal Services Unit operations. 

SUPERVISION EXERCISED AND RECEIVED 
z 

Direct supervision is provided by the Animal Services Officer 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Receives and investigates animal cruelty, complaints; issues citations for violations of animal 
regulations; 
Picks-up and impounds stray, injured and dead animals; euthanizes animals as requested and 
directed; 
Investigates animal bites; quarantines animals causing such injury; prepares and submits 
relevant reports regarding actions taken; 
Responds to complaints and requests for information on regulations, procedures, and policies 
relating to animal coneol; adopts out and redeems impounded animals; 
Maintains shelter facilities and grounds; cleans kennels and cages; feeds and cares for 
animals; maintains and repairs equipment; 
Performs related duties as required. 

MINIMUM OUALIFICATIONS 

Knowledze of: 

Animals and their habits; 
Diseases pertaining to dogs and cats. 

Abilitv to: 

0 

Learn laws, regulations and policies related to animal control; 
Learn law enforcement procedures, operations, and reglations; 
Learn methods of humane anirnaI apprehension, care and disposal; 
Impound all types of &mals; 
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Humanely perform intravenous euthanasia; 
Vaccinate animals;- 
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_ _  _ .  

C o m u i i c a t e  effectively, orally andin witing; 
Meet and deal effectively with the public; 
Use firearms to dispatch animals when necessary, such as sLunks; 

Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION AND EXPERIENCE 
I 

Any combination of experience and education that would likely produce the qualifjmg 
knowledge and ability. A typical combination is: 

Education: 

Equivaien to the completion of High School. 

Experience: 

Six months of experience in the area of animal control. 

LICENSES .4ND CERTIFICATES 

Possession of a valid Driver's License (Class C) issued from the California Department of 
Motor Vehcles. 

. .  
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~BUILDING INSPECTOR ID1 * -  

DEFINITION 

hspects residential, commercial, and industrial buildings at various stages of construction 
alteration, or repair; examines residential, commercial, and industrial plans that are 
submitted for a building pennit; and otherwise participates in overseeing building activity 
to ensure public safety and compliance with codes and reglations. 

DISTINGUISHING CHAR4CTERISTICS 

Building Inspector I - This is the entry level of the 3uilding Inspector class series. 
Positions in this class are distinguished from the Il level in that they are not fully familiar 
with the various codes, ordinances, and state laws used in building inspection. The I 
level positions work under closer supervision than do I1 level positions. 

Building Inspector I1 - This is the journey level in the Building Inspector class series. 
Positions in this class generally are certified as combination building inspectors by 
I.C.B.0 and perform the fhll range of building inspection duties, including residential, 
commercial, and industrial inspection. The II level positions are familiar with and can 
apply the various codes, ordinances, and state laws used by inspectors and work with less 
supervision than I level positions. 

SUPERVISION EXERCISED .hi RECEIVED 

Building Inspector I - Receives direction from the Chef Building Lnspector, beginning 
wi th  specific direction and evolving toward general direction as experience and training 
progress. 

Building Inspector II - Receives general direction from the Chief Building Inspector. 
iMay exercise technical supervision over Building Inspector I positions. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Examines residential, commercial, and industrial plans submized for a building 
permit for compliance with the Uniform 3uilding Code, Uniform Plumbing Code, 
National Eleclrical Code, State Handicap Regulations, State E n e r g  Conservation 
Regulations, and local codes and ordinances; 
Inspects residential, commercial, and industrial building projects at various stages for 
compliance with all pertinent codes, regulations, and ordinances; 

Answers questions regarding building regulation at the counter and on the telephone; 
Issues building pemits; 
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Coordinates the plan checking process with Public Works , Utility, Planning, and Fire 
Departments; 

- Info-qs and instructs owmers and contFactors on corrections required during the plan 
check process; 

0 Produces clear, precise correction notices pursuant to job site field inspections; 
Interacts with architects and engineers on matters pertaining to codes, and 
regulations; 
Receives and -investigates complaints on industrial, commerciai, and residential 
conditions, health hazards, and safety hazards; 
Performs related work as required. 

iWNIiCIUhI OUALIFICATIONS 
I 

Buildina InsDector I 

Knowledoe of: 

Building construction principles and practices, including faniliarity with carpentry, 
plumbing, and electrical trades; 
Safety and construction standards of the building construction industry; with 
increasingly detailed familiarity as job experience and training progress: 

Uniform Plumbing and Mechanical Code; ~ 

Uniform Building Code; 

National Electrical Code; 
Health and Safety codes; 
City of Lodi Codes and Ordinances. 

Abilitv to: 

.I Organize daily workload 

.I 

Learn the content of applicable codes, regulations, and ordinances; 
Detect through inspection deviations from plans, codes, replatiom, and ordinances; 
Read and understand building construction plans and drawings; 

Communicate clearly, orally, and in writing; 
Establish and maintain cooperative and effective relationships wifh those contacted 
during the course of work. 

3uildino Inspector I 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifymg 
knowledge and ability. A typical combination is: 
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Experience: 
. -  .. 

- Fivi years experience in the construction industry as a contractor, carpenter, plumber, 
or electrician. 

Education : 
- 

Completion of high school or its equivalent. 

LICENSES AND CERTIFICATES 

Upon appointment to the position, incumbents are expected to participate in the 
training and testing prdgam sponsored by the International Conference of Building 
Officials (I.C.B.O.) in pursuit of certification as a Combination Building Inspector. 
Possession of the appropriate valid Driver’s License bom the California Department 
of Motor Vehicles. 

Buildinn Inspector I1 

Knowledae of: 

Detailed content of applicable codes, ordinances, and state laws; 
Building inspection principles and practices as applied to all types of residential, 
commercial and industrial buildings; 
Attributes and characteristics of building structure and construction practices in the 
City of Lodi; 
Inspect various types of residential, commercial, and industrial buildings; 
Apply the full range of codes, ordinances, and state laws as a building inspector. 

EDUCATIOS .4ND EXPERIEKCE 

Any combination equivalent to education and experience that would likely produce the 
q u a l i m g  knowledge and ability. A typical combination is: 

Educatioa: 

4 Equivalent to the completion of high school. 
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Experience: 

Two years experience comparable 40 a Building Inspector I in tht City of Lodi, 
preceded by substantial experience in the construction industry. 

LICENSES AND CERTIFICATES 

Certification as a combination Building Inspector by the International Conference 
Building Officials (I.C.B.O.) is highly desirable. 
Possession of a valid Driver’s License (Class C) issued Erom the California 
Department of Motor Vehicles. 
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_ .  . 3 b X R  .. 

DEFINITION 

Under general direction, purchases and expedites a variety of materials, supplies, 
equipment, and services for use by all City departments; performs related work as 
assigned. 

DISTINGUISHING CR-4RACTERISTICS 

The class of Buyer is distinguished fiom that of Senior Storekeeper in that the primary 
duty is to be independently responsible for a wide range of purchasing and expediting 
functions. The Buyer acts as Purchasing Officer in hisher absence. The Senior 
Storekeeper supervises the Storekeeping function and performs pre-established buying 
functions. 

SUPERVISION EXERCISED .ASD RECErVED 

May exercise indirect supervision over clerical staff and Senior Storekeeper. 

Receives general direction from the Purcfiasing Officer. 

EXAiiPLES OF DUTIES 

Duties may include, but are not limited to, the following: 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Reviews requisitions for accuracy and completeness, consults with user departments 
regarding purchasing needs, and provides information regarding products and 
supplies; 
Obtains and evaluates price quotations and analyzes bids; 
Develops and prepares purchase orders; expedites purchase orders by following up 
with suppliers to reconcile delivery, qualiry, accuracy and other problems that arise; 
Explains purchasing policies and procedures to potential vendors; places orders and 
negotiates with vendors as required if changes in purchase terms are required; 
Researches availability, price, terms, and delivery schedules with vendors for both 
specific and projected needs; 
Applies economic conditions, commodity price trends, lead times, develops sources 
of supply, and new products for purchasing activities; 
Assists in the development and administration of contracts; 
Assists departments in the preparation of clear and complete specifications; 
Maintains purchasing records, prepves summaries and reports, including vendor 
performance reports, and maintains bid lists; 
Acts as Purchasing Officer in hisher absence; 
Performs other related duties as required. 
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Inventory Control procedures; 
Principles and practices of purchasing, including competitive bidding procedures; 

Basic accountin-g procedures and practices applicable to the purchasing function; 
Types and sources of materials, supplies, services, and information on economic 
conditions and industry trends; 
Applicable federal, state, and local laws, and regulations regirding purchasing. 

Abilitv to: 
= 

0 Interpret and apply applicable ordinances, policies, procedures, rules, and regulations 
affecting purchasing operations; 
Analyze and interpret requisitions, pluls, drawings, and specifications; 
Prepare clear and concise specifications; 
Buy effectively considering price, service, quality, and delivery; 
Establish and maintain accurate records and files; 
Set priorities, organize work, and make sound business decisions; 
Perform accurate basic mathematical functions; 
Establish- and maintain moperative and effective relationships with those contacted 
during the c o m e  of work. 

EDUCATION XhID EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

0 Equivalent to the completion of high school, supplemented by college level c o m e s  in 
Business Administration or related field. 

Experience: 

Three years experience in purchasing and expediting materials, supplies and 
equipment. 

LICENSES AND CERTIFICATES 

0 Possession of a valid Driver’s License (Class C) fiom the California Department of 
Motor Vehicles. 
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CO h.ln/IUi\iITY II+lPROVEMENT 0 FFICE R I/II 
/Code Enforcement Officer) 

DEFINITION 

Under general supervision of the Community Improvement Manager, perfbnns skilled work in 
the investigation, inspection and enforcement of City codes, ordinances, abatement regulations, 
the Uniform Housing Code and Dangerous Building Code. Performs related work as assigned. 

DISTINGUISHING CH.WCTERISTICS 

Communitv Improvement Officer I - This is the entry level in the Community Improvement 
Officer class series. Positions in this class are distinguished form the II level in that they are 
not fully familiar with the various codes, ordinances and state laws used in code enforcement. 
Level I positions work under closer supervision than II positions. 

Communitv Improvement Officer I1 - This is the full journey level in the Community 
Improvement Officer class series. Positions in this class are certified as intermediate or 
advanced code enforcement officers or have obtained similar certification in a related field. 
Level II positions can more readily apply various codes and work with less supervision than I 
positions. 

SUPERVISION EXERCISED AND RECErVED 

Communitv Improvement Officer I - Receives direction fiom the Community Improvement 
Manager, beginning with specific direction and evolving towards general direction as 
experience and training progresses. 

Cornmunitv Improvement Officer XI - Receives general direction &om the Community 
Improvement Manager. May exercise technical supervision over Community Improvement 
Officer I positions. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Receives, investigates and responds to complaints regarding substandard dwellings or 
structures, zoning violations, property maintenance violations, noise regulation violations, 
inoperable or abandoned vehicles on private property and other nuisance violations; 
Confers with county, state agencies and City departments on the disposition of a variety of 
complaints and code violations; 
Conducts field inspections of commercial and residential buildings during various stages of 
repair to ensure they meet minimum housing standards; _ . .  
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Reads, interprets and applies state laws, municipal codes and ordinances, and other 
pertinent regulations; 
Prepares necessary violation and other noticzs which outline proper repair and correction 
methods, time limits, permits and all necessary remedial work required; develops cost 
estimates based on work to be performed and specifications; 
Provides information concerning permit, land use and zoning requirements to the public; 
Issues citations for violations of the municipal code and other laws and regulations; 
Conducts inspecthns involving parking, set-backs, encroachments, right-of-ways, and code 
and structural compliance; 
Provides support and information for permit applications; 
Prepares required documentation for all legal actions and conducts follow-up once legal 
activities have been initiated; 
Builds and maintains positive working relationships with co-workers, other city employees 
and the public using principles of good customer service. 

. 

m m i m  OUALIFTCATIOXS 

Knowledpe of: 
Comrnunitv Improvement Officer I 

Basic law enforcement concepts; 

Safe work methods and safety regulations pertainin2 to the duties of a Community 
Improvement Officer, including safe driving habits; 

The operation and use of personal computers and various computer applications within the 
office environment. 

Communitv Improvement Officer I? 

In addition to the requirements of the Community Improvement Officer I: 

- 

Basic terminology used in zoning, including legal descriptions; 
Appropriate building safety, hazardous materials and fire pretention techniques and 
requirements; 
Applicable laws, ordinances and codes; 
Principles of building, planning and zoning permit processes and plan examinins; 
Principles and methods of investigation utilized in code enforcement inspections; 
Regulations and requirements for court evidence documentation; 
Principles and methods of enforcing varied municipal codes. 

Abilitv to: 
Communitv Improvement Officer I 

Use personal computer and various computer applications; 
Investigate zoning, .code and other complaints in a timely and ractful manner; 
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0 

Deal courteously, but firmly, and communicate effectively with a variety of individuals 
contacted in the course of work including resolvin,o conflicts and problems; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 

Cornmunitv Improvement Officer I1 

In addition to the requirements of the Community Improvement Officer I: - 
Organize work, set priorities and exercise sound, independent judsernent within established 
guidelines; 
Interpret and explain a variety of codes, ordinances and other regulations to the public; 
Prepare accurate and detailed documentation of inspection findings and other written 
materials; 
Maintain organized and a h r a t e  records of inspections and code enforcement files; 

EXPERIENCE AND EDUCATION 

Any combination of experience and education that would likely produce the qualifjm,o 
knowledge and ability. A typical combination is: 

Experience: 

Communitv Improvement Officer I 

- None 

Comrnunitv Improvement Officer IT 

0 Two years experience interpreting planning, building or zoning laws and regulations or a 
closely related field. Understanding of the building and construction trade is preferred. 

Education : 

Cornmunitv Improvement Officer I 

Equivalent to graduation from high school. 

Comrnunitv Improvement Officer I1 

Education requirements of  the Community Improvement Officer I supplemented by 
College level course work in planning, building inspection, technology or a related field is 
preferred. 

. .  
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LICENSES AND CERTIFICATES 

Comrnunitv Improvement Officer I 
~ - 

Possession of a basic certificate in an approved field related to code enforcement within 
two years of hire. 
Possession of, or ability to obtain an Arrest Course 332 Penal Code certificate within one 
year of hire. 
Possession of a valid (Class C) Driver’s License issued from the California Department of 
Motor Vehicles. 

- 

Communitv Improvement Officer I1 

In addition to the requiremenis of the Community Improvement Officer I: 
Possession of an intermediate or advanced certificate in code enforcement, or additional 
certification in an approved field related to code enforcement that supplements a code 
enforcement background. 
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CUSTOMER SERVICE REPRESENT.ATIVE.I/-II 

DEFINITIOPI 

Performs a variety of customer service tasks related to resolving customer billins problems and 
complaints; establishhi, disconnecting and reconnecting service; hiwow bill investigation; and 
customer inquiry resolution. 

DISTINGUISHING CH..QRACTERISTICS 

Customer Sewice Reuresentative I 

This is the entry-level classification in the Customer Service Representative series. This class is 
distinguished born the Customer Service Representative II in that this class performs tasks that 
are more routine in nature and are performed under close supervision. This is sliding 
classification and positions allocated at this level typically advance to Customer Service 
Representative II after one year. 

Customer Service Reuresentative II 

Positions in this class perform journey-level clerical customer service work under general 
supervision and structured guidelines and procedures. Positions in this class are normally filled 
by advancement born the Customer Service Representative I class. 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supervision fiom the Customer Service Supervisor or higher-level class. 
Receives lead direction f7om a Senior Customer S&ce Representative. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Processes utility billings: inputs dormation into custom programs which produce a variety 
of service orders directed to field services personnel; edits bill batches for exceptions, 
compares exception accounts to rate schedule standards, researches account historical data to 
determine correctness, approves bill batches for billing according to assigned rate schedules; 
Receives utility bill payments over a public counter or t hou$  the mail; processes, 
balances, audits, and prepares bank deposit; 
Receives revenue for licenses, permits, recreation fees, and other City revenue accounts; 
.Answers the telephone and responds to questions on utility billings, business and pet 
licenses, and other City financial transactions; 

1s-Cu:omer Service Represenmrive 1-11 
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Creates, maintains, and monitors computerized files, databases and directories; conducts 
record searches and prepares statistical work sheets and other required documents; audits 
documents, verifies accuracy and ensures compliance with applicable regulations; 
Acts as a liaison to Field personnel to initiate or resolve issues relating to high or low bill 
investigations, meter reliability, disconnects and reconnects; 
Operates a personal computer to access customer account data from multiple computer 
systems; interprets and explains charges, policies, procedures, special progams and rates, 
initiates appropriate transactions to satisfy customer requests, and internal accounting 
procedures 
Resolves problems involving customers’ statements, fees, payments and other service-related 
pro blerns. 
Performs other related duties as required. 

~IIi\;IMUiLl OUALIFICATIONS: 

’ Customer Service Reuresentative I 

Knowledo,e of 

Customer service techniques. 

Abilitv to: 

Perform routine mathematical computations; 
Perform clerical procedures in an organized and accuratc manner; 
Operate a typewriter, calculator, and other common office machines; 
Learn and operate a computer terminal using various financial applications; 
Understand and carry out oral and written instructions; 
Interact with the public effectively and courteously; 
Communicate clearly and concisely; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 
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Customer S e M c e  ReDresentative 

In addition to the knowledge - and abilities required for the Customer Service Representative I: 

Knowledee of: 

Customer information systgms. 

Utility rate structures; and schedules 
Department policies and procedures pertaining to utility billing; and collection 

Abilitv to: 

Explain policies and utility rates to customers; 
Use a personal computer and job-related sofhvare applications. 
Learn and apply approved general ledger chart of accounts 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

C us torner Service Reuresentati ve I 

Education: 

Equivalent to completion of high school. 

Experience: 

One year of experience working with the public to answer questions and resolve problems 
AND one year of experience collecting, recording and balancins cash 

. .  
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Customer Service Representative 

Education: 

Equivalent to completion of high school. 

Experience: 

One year of experience performing a variety of customer service tasks related to utility 
billing, service disconneqts and reconnects, hi$/low bill investigation, customer inquiry 
resolution, and collecting, recording and balancing cash OR one year as a Customer Service 
Representative I with the City of Lodi. 
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CUSTOMER SERVICE SUPERVISOR 

DEFINITION 

Plans, directs, supervises and participates in the customer service tasks related to resolving 
customer billing problems and complaints; establishing, disconnecting and reconnecting service; 
high/low bill investigation; and customer inquiry resolution. 

DISTINGUISHING CHARACTERISTICS 

This is the fill supervisory claspin the Customer Service Representative series. This class is 
distinguished from the Senior Customer Service Representative in that the latter is a leadworker 
and advanced journey-level classification, whereas this class performs the full range of 
supervisory finctions. 

SUPERVISION EXERCISED AND RECEIVED 

Exercises supervision over Customer Service Representatives and Senior Customer Service 
Representatives. Receives supervision from the Customer Service and Revenue Manager or 
higher-level class. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Plans, directs and supervises the work of Customer Service Representatives and Senior 
Customer Service Representatives; coaches, trains and motivates staff; 
Plans, monitors, evaluates work and trains subordinate staff; 
Implements programs aimed at improving communication with customers, efficiency in 
customer service operations and revenue recovery; 
Participates in the selection, supervision and work evaluation of personnel; assists in the 
design and implementation of motivational programs; facilitates staff training and 
professional development; 
Schedules and assigns work processes to meet billing schedules; analyzes plans for potential 
problems; 
Compiles a variety of narrative and quantitative reports and correspondence; identifies data 
sources; gathers and evaluates data; devises procedures for data collecting, tracking and 
reporting systems; designs and maintains recordkeeping systems; uses complex computer 
software to produce documents; 
Ensures the implementation of goals, objectives, policies, procedures and work standards for 
the operation of the section; 
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Keeps abreast of current issues and trends, and participates in the development of public 
information materials; 
Resolves the most complex customer service and complaints; 
Receives revenue for licenses, permits, recreation fees and other City revenue accounts; 
Answers the telephone and responds to questions on utility billings, business and pet licenses 
and other City financial transactions; 
Designs and prepares departmental forms and operational manuals; prepares correspondence 
on procedural or informational matters; 
Participates in the development and implementation of department programs, systems, 
procedures and methods of oprations, including computer-based systems; 
Creates, maintains and monitors computerized files, databases and directories; conducts 
record searches and prepares statistical work sheets and other required documents; audits 
documents, verifies accuracy and ensures compliance with applicable regulations; 
Acts as a liaison to Field personnel to initiate or resolve issues relating to high or low bill 
investigations, meter reliability, disconnects and reconnects; 
Operates a personal computer to access customer account data from multiple computer 
systems; interprets and explains charges, policies, procedures, special programs and rates; 
initiates appropriate transactions to satisfy customer requests and internal accounting 
procedures; 
Resolves the most complex problems involving customers' statements, fees, payments and 
other service-related problems; 
Performs other related duties as required. 

MINIMUM QUALIFICATIONS: 

KnowledPe of: 

0 

0 

0 

0 

0 Customer information systems. 

Principles and practices of effective supervision; 
Customer service, customer billing and collection techniques; 
Administrative principles, practices and methods, including goal setting, program and budget 
development, work planning and organization; 
Current trends, technologies and regulations in the area of utility customer service; 
Utility rate structures and schedules; 
Department policies and procedures pertaining to utility billing and collections; 

Ability to: 

Supervise a staff of Customer Service Representatives; 
Communicate effectively, both orally and in writing; 
Develop recordkeeping systems and forms; 



CLASS SPECIFICATION CITY OF LODI 
Customer Service Supervisor Page 3 of 3 

Develop logical, concise and clear reports and correspondence; 
Use standard business English, spelling and punctuation; 
Perform routine mathematical computations; 
Perform clerical procedures in an organized and accurate manner; 
Operate a typewriter, calculator and other common office machines; 
Use computer word processing, database and spreadsheet software; 
Evaluate alternative solutions and present recommendations; 
Interact with the public effectively and courteously; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work; 
Explain policies and utility rates to customers; 
Use a personal computer and job-related software applications; 
Apply approved general ledger chart of accounts. 

2 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

._ Education: 

Equivalent to completion of high school. 

Exuerience: 

Five years of experience performing a variety of customer service tasks related to utility billing, 
service disconnects and reconnects, high/low bill investigation, customer inquiry resolution, and 
collecting, recording and balancing cash, preferably including some supervisory experience OR 
two years as a Senior Customer Service Representative with the City of Lodi. 
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ENGINEERING TECHNICI.4PI I ~ 

ENGINE-ERING TECHNICI.4iW I1 

DEFINITION 

Performs sub-professional engineering office and field work involving surveying, 
drafting, minor inspection and design. This is a flexibly staffed class series in that a I 
level position is expected to progress to the II level with training and satisfactory 
performance. 

DISTIiVGUISHING CH.ULACTERISTICS 

Engineering Technician I - This is the entry level for the sub-professional engineering 
class series. Positions in this class are distinguished fiom the Engineering Technician IT 
class in that they are not expected to be familiar with a broad range of sub-professional 
engineering h c t i o n s  but are expected to perform assigned duties responsibly given 
necessary training. As incumbents gain experience in the position, they progressively 
acquire the knowledge and abilities of the Engineering Technician II. 

c 

Enzineering Technician II - This is the journey level class in the sub-professional 
enahneering class series. Positions in this class are distinguished from the Eneee r ing  
Technician 1. class in that they perform a broader range of sub-professional engineering 
tasks and are famiIiar with numerous office and field tasks. They are distinguished fiom 
the Senior Engineering Technician in that they are not expected to possess extensive, 
specialized knowledge in one or more engineering areas and do not reglarly exercise 
indirect supervision over subordinates. Positions in this class normally are filled from the 
I level. 

SUPERVISION EXERCISED .k iD RECEWED 

Engiaeerin? Technician I 

Receives immediate supenision from higher level sub-professional engineering positions 
and from professional engineers. 

Enpineerina Technician I1 

Receives general supervision from a Senior Engineering Techc ian  and professional 
engineering positions. 

Occasionally exercises indirect supervision of a technical nature over Engineering, 
Technician I's, usually by assisting in their training. 



CITY OF LODI 
Engineering Technician LTI 

Page 2 of 3 

EXAiiPLES OF DUTIES - Duties include, but are not limited to, the following: 
.. 

Office: 

Uses computer aided drafting technology; performs design work on less complex 
public works projects; 
Prepares rough layouts, drawings, details, diagrams, and plans -for public works 
projects; 
Performs computing and draftins operations involved in reducing field survey notes; 
Calculates distances, ties, angles, area, stations, traverses, closures and construction 
quantities; 
Lays out, checks, and keeps maps up to date; 
Takes traffic counts and surveys. 

Field: 

Operates theodolites and levels to determine distances, angles and elevations; 
May serve as a working survey party chief working with subordinates in the 
observation, computing and recording of field data; 
Keeps field notes of readings and observations; 
Calculates cuts and fills for pipe and street work; 
Takes relative field inspection on routine public works construction projects; 
In a training capacity, may operate theodolites, levels and semes as rod holder with an 
engineering survey party; 
In office and field work, performs other related duties 2s required. 

Eaziaeerinp Technician I 

Knowledge of: 

Computer systems and software includiq Computer Aided Drafting and Geographic 
Information Systems; 
Computer Aided drafting methods, techniques and equipment; 
Principles and uses of algebra, geometry, and trigonometry; 
Elementary engineering survey principles and practices. 

Abilifx to: 

Perform simple drafting accurately; 
Learn and operate automated drafting technolog used in an Engineering 
environment; . . . 
Solve problems and make compurations using algebra, geometry, and trigonometry; 
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Follow oral and written directions; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. - -  

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: -. 

Education: 

Equivalent to the completion of high school supplemented by courses in algebra, 
geometry, trigonometry, and mechanical drafting. 

z 

Experience: 

No related working experience. 

LICENSES .4ND CERTIFICATES 

9 Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 

Enoineerinp Technician I1 

In addition to the requirements of the En,gineerin,o Technician I: 

KnowledPe of: 

Nomenclature, symbols, methods, practices, techniques, and instruments used in 
drafting, mapping, and surveying. 

Abilitv to: 

Collect and analyze data; 
Perform a variety of office and field subprofessional engineering work; 

Prepare accurate construction plans, drawings, and diagrams; 
Interpret engineering maps, plans, construction standards and legal descriptions; 
Understand and apply laws, rules and reglations. 

Education and Experience 

Any combination of education and experience that would likely produce the qualifylng 
knowledge and ability. A typical combination is: 

_ .  
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Experience: 

Two yexs of sub-professional ensheer ing office or field work.. - 

Education: 

Equivalent to the completion of hi$ school supplemented by courses in draftins, 
trigonometry, and surveying. 

LICENSES AND CERTIFICATES 

4 Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 

J. 
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FIELD SERVICES REPRESENTATIVE 

DEFINITION 

Under general supervision performs utility connections, various tasks in the prevention of 
electric service tampering, and the revenue collections process. 

DINSTINGUISHING CHARACTERISTICS 

This class assists the Field Services Supervisor and performs a substantial amount of field 
work. 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supervision from the Field Services Supervisor. During the initial 
training period, receives immediate supervision. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to, the following: 

> 

Executes service orders for connecting and disconnecting metered utility service; 
Seals meters for nonpayment; 
Contacts persons who have written bad checks; 
Assists with the enforcement of the Lodi Business License ordinance; 
Receives and investigates reports of electric service tampering; researches high and 
low usage on residents for potential theft; 
Selects customers to receive notices of service termination and delivers to customers 
address; 
Maintains list of “shut-off’ customers and performs follow-up visits to ensure this 
status is maintained; 
Performs on-site energy survey audits for residential utility customers; 
Performs other related duties as required; 
Fill in during absence of Field Services Supervisor; 
Picks up mail at Post Office Daily; 
Selects customers for “seal for non-payment” list; 
Acts as lead Meter Reader; 
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MINIMUM QUALIFICATIONS 

Knowledpe of: 

Basic electrical and mechanical systems. 

Abilitv to: 

0 

0 Acquire public contact skills; 
0 

0 

0 

Learn policies and procedures in billing and collections; 

Perform mechanical tasks on utility meters (hook-ups, sealings); 
Organize daily workload and work independently; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

0 Equivalent to completion of high school. 

Experience: 

0 

LICENSES OR CERTIFICATES 

Two years of experience as a meter reader or similar field work. 
0 

Possession of a valid Driver’s License (Class C) issued &om the California Department 
of Motor Vehcles. 

1 
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FIELD SERVICES SUPERVISOR 

DEFINITION 

Plans, organizes, directs and reviews the work of Meter Readzrs and Field Services 
Representatives. - -. 

DISTINGUISHING CHARACTERISTICS 

This supervisory position has responsibility for meter reading utility connections and 
customer relations. 

SUPERVISION EXERCISED AiiD RECEIVED 
> 

Exercises general supervision over Meter Readers and Field Representatives. Receives 
direction from the Customer Services and Revenue Manager. 

EXAMPLE OF DUTIES 

Duties may include, but are not limited to, the following: 

Plans,-organizes, directs and reviews the work of Meter readers and Field Services 
Representatives; 
Assists in the preparation of budgets for the section; 
Assists with and performs a variety of personnel actions, includin,o selections, 
training, promotions, performance evaluations, disciplinary measures and 
dismissals; 
Evaluates operations and recommends and implements improvements to systems 
and procedures; 
Coordinates with office staff to facilitate timely performance of department 
procedures; 
Responsible for notices, termination and late charges relating to accounts sealed 
for non payment; 
City Fleet Committee member - responsible for departments vehicles; 
Performs other related duties as required. 

Knowledoe of: 

Principles and practices of supervision; 
Procedures involved in reading meters and billing utility accounts; 
Public contact pactices and techniques; 
Basic electrical and mechanical systems. 
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Abilitv to: 
_ _  

Evaluate systems and procedures; make effecrive recommendations for 

Communicate clearly and concisely; 
Establish and maintain cooperative and effective relationships with those 
contacted during the course of work. 

Supervise the work of others; 

improvement. 
Interact effectively and courteously with the public; 
Perfom mechanical tasks on utility meters (sealings and hookups); 

EDUCATION AND EXPERIENCE 
> 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to completion of hi$ school. 

Experience: 

Four years experience in a position involving field operations. 

LICENSES AND CERTIFICATIES 

Possession of a valid Driver’s License (Class C) issued fiom the California 
Department of Motor VehicIes. 

. .  
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. FIN.&WE TECHNICI-AN - -  

DEFINITION 

Under general direction performs a variety of responsible paraprofessional, technical and support 
duties in the accurate -and timely processing of payroll, accounts payable, collections, general 
accounting and the posting and maintaining of related records and reports. 

DISTINGUISHING CHARACTERISTICS 

This class is distinguished from the Account Clerk I/II by the geater level of responsibility and 
the extent of paraprofessioial and technical functions in research, data collection, report 
production, and the City’s payroll system. Incumbents in this class are responsible for one or 
more of the hc t iona l  areas of the finance department including general accounting, accounts 
payable, collections and payroll. 

SUPERVISION EXERCISED AND RECEIVED 

Receives direction fiom the Accountant If or Customer Service and Revenue Manager. May 
exercise supervision over Account Clerk Vn. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to, the following: 

Researches and compiles complex financial information fiom a variety of sources and 
presents data in spreadsheets and table format; 
Assists in the preparation of mandated and demand reports such as the State Controller’s 
Report and Monthly Executive Reports; 
Prepares a variety of complex journal entries and supervises and coordinates their posting for 
year-end closing; 
Performs a variety of audits such as: daily revenue, purchase orders, weekly claims-checking 
amounts, proper account numbers and authorization on invoices; bi-weekly payroll, Federal 
and State reports; and assists external auditors during examination of the City’s annual 
financial statements; 
Reconciles bank statements; 
Inputs authorized amounts for revenues and expenses and balance them to the budget and 
general ledger. Researches errors and discusses them with the appropriate managers; 
iMonitors revenue and expense reports for errors and prepares journal corrections. Supervises 
month-end closings and prepares various closing journals; 
Prepares and maintains payroll information and references for employees and departments; 

. -  
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. -  _ .  

0 

0 

0 

0 

0 

0 

0 

0 

Enterdmaintains confidential employee matters including wage ,ouTlishments, wage 
deductions, deferred compensation, PERS retirement benefits, leave without pay adjustments, 
credit union, and related; 
Prepares, maintains and verifies the accuracy of a variety of complex records and files 
including federal &d state reporting, PERS retirement, leave without pay adjustments, credit 
union, leave balances, deductions; 
Reviews and interprets numerous Federal, State and Local payroll update materials; 
Verifies new wage information, classification changes and other MOU or CounciYCity 
Manager approved changes; 
Enters and maintains cha_nges relating to pay types, deductions, benefits and accruals in 
automated systems; 
Prepares and assists in year end reports; 
Prepares and generates a variety of reports and summaries, manually or using computer 
system, tracks data and prepares reports; 
Works with Data Processing to program reports as necessary; 
Performs daily input, audit and balancing of employee work time; 
Approves collection arrangements With utility customers; 
Handles bankruptcies; 
Coordinates destruction of records; 
Performs a variety of responsible cIencal work in support of the department; 
Performs other related duties as required. 

MINIMUM OU.ALIFICATIONS 

f inodedue of: 

Principles and practices of financial record keeping and the basic purpose and nature of 
governmental accounting and budgeting; 
Fundamentals of Federal, State and Local reglations, policies and procedures govern in,^ 
various financial practices including payroll, accounts payable, general accounting, benefits, 
insurance and employee deductions; 
Modern office practices and procedures; 
Systems and methods for computerized payroll, record keeping, file maintenance and 
automated financial systems; 
General office methods including the operation of computers, peripheral and standard office 
equipment. 
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_ .  

Abiliix to: 

Interpret, explain and apply complex Federal, State and Local regulations, policies and 
procedures; 
Administer paraprofessional aspects of payroll progams, and employee deductions andor 
time; 
Perform complex arithmetical and basic statistical calculations accurately; 
Prepare a variety of written reports, records and correspondence; 
Supervise, train and evaluate .r the work of others; 
Research and compile financial data and prepare a variety of statistical and financial reports. 
Audit compliance with applicable procedures, methods and reglations; 
Operate a typewriter, calculator, personal computer, peripheral and other standard office 
equipment; 
Establish and maintain cooperative. and effective relationships with those contacted during 
the c o m e  of work. 

- -. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education- that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education : 

. Equivalent to completion of hgh school supplemented by the completion of courses in 
accounting, budgeting, government finance, or a related field. 

Experience: 

Thee years of progressively responsible financial accounting experience. 

LICENSES .4i CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from h e  California Department of 
lMotor Vehcles. 
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INFORMATION - .  SYSTEMS SPECI-4LST - 

DEFINITION 

Operates computer console and peripheral equipment; generates a wide variety of routine 
printouts as well as specialized reports for financial and other applications; instructs 
system users in operational procedures and problems; and assists in maintaining and 
updating overall financiaVaccounting information system. 

DINSTINGUISHING CHARACTERISTICS 

This position is responsible for the performance of numerous jobs or tasks that must be 
conducted at specific, regular intervals. The position is responsible for system 
maintenance, file update, monitoring system security, training of system users, and other 
operational tasks in a modem information systems environment. 

The incumbent works with.lhited supervision of the Finance Director. This position is 
distinguished from the programmer analyst positions in that it does not perform 
programming tasks. 

SUPERVISION EXERCXSED AND RECEIVED 

Receives genera1 supervision from the Finance Director. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Operates computer console and peripheral equipment in the use and maintenance of 
financial utility billing and other progams; operates auxiliary hardware such as 
decollator, and related equipment; 
Executes data processing jobs for utility billing, payroll, payables, and other 
applications on a daily, weekly, biweekly, monthly, or yearly basis. Procedures 
include: sign-on, sign-ofY, , delete files, build files, copy files, restore files, cancel 
jobs, hold and release spooled jobs, save, back-up and re-name files, change spools, 
stop and star& print writer, catalog and store data. Distributes output in a timely 
manner; 
Performs special data processing jobs on request; 
Performs file transfers to City departments and outside agencies; 
Schedules jobs based upon computer lime and departmental priorities; 
Schedules collection batch, bill batch and other miscellaneous batch postings; 
Trouble shoots hardware and software difficulties; assists in document error and 
problem resolution; monitors needs of system users; 

- 
0 

0 

0 
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Maintains system libraries and files; learns, reviews, and suggests changes to control 
specifications; maintains records of operating commands necessary to initiate data 
processing jobs. Conducts system-maintenance; file updates; 
Maintains inventory of data processini materials and orders supplies as necessary; 
Prepares hand held meter reading devices for daily meter reads. 
Coordinates repairs and maintenance on printers. 

- 

Performs related duties as required. - 

$1 INIMUM OUALIFICATIONS 

Knowledae of: 

0 

PC Applications; Query Application. 

Computer operations, concepts, terminology, and system applications. 
Word processing fun&ons and document formation of letters, reports, and charts; 
Modem office practices, procedures, and equipment; equipment maintenance and 
operation. 
Understanding of accounting and financial terminology and practices. 

Abilitv to: 

Perform operational procedures with a hi& degree of organization and accuracy; 
Assist in.the analysis and development of complex projects; 
Analyze and resolve problem situations; 
Convey technical concepts to system users; 
Communicate clearly, orally, and in writing; 
Follow written and oral instructions; 
Work independently; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would produce the qualifjhg 
knowledge and ability. A typical combination is: 

Education 

Completion of the equivalent of two years of college supplemented by data 
processing comes. This requirement can be met with an additional two years of 
applicable data processing control experience. 
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Information Systems Specialist 

_ -  _ -  Experience .. 

Two years experience as a computer operator with system control experience and one 
year of word processin,o experience. 

LICENSES AND CERTIFICATES 

None 

. . .  
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JUNIOR CIVIL ESGINEER - TRWFIC 
XSSISTA~NT CIVIL ESGINEER - TRAFFIC 
ASSOCIATE CIVIL ESGISEER - TRAFFIC 

DEFINITION 

Performs professional engineering work in the planning, design and construction of 
public works and related projects. Assumes varying degrees of responsibility for the 
engineering requirements of traffic, streets, utility and other projects, depending upon 
class levei. This is a flexibly staffed class series in that the Junior level position is 
expected to progess to the Assistant level with training, satisfactory performance, and 
obtaining proper ceflification. SimiluIy, the Assistant is expected to progress to the 
Associate level. 

- 

DISTINGUISHING CH.AR4CTERISTICS 

Junior Civil Engineer - This is the entry level in the professional en,&eering class 
series. Positions in this class differ &om .Assistant Civil En,gheers in that they are not 
expected to immediately perform a wide range of en,gheering tasks or be familiar with 
City engineering policies and procedures. Unlike the Assistant, they would rarely 
exercise lead supervision over other engineering positions. 

Assistant Civil Enzineer - This class is beween the entry levei and full Journey level 
classes in the professional engineering class series. Positions in this class differ fiom the 
entry Ievel in that they perform a wider range of moderately difficult tasks, are more 
familiar with City projects and regulations, and are required to possess an En,gineer-In- 
Training certificate from the State. The Assisiit differs fiom the Associate Civil 
Engineer in that the Associate performs the most difficult engineering tasks. The 
Associate regularly exercises indirect supenision over other professional engineers while 
the Assistant does so only occasionally. Also, the Associate is a Registered Engineer 
while the Assistant is an En,gi.neer-In-Train.in~- Positions in this class generally are filled 
fiom the Junior level. 

Associate Civil Enzineer - This is the full journey level class in the professional 
engineering class series. Positions in this clas  perform the more difficult professional 
engineering work and are distinguished from the Assistant Civil En,gineer in that they are 
Registered Civil Engineers, or Traffic Enahem,  performing functions requiring 
registration and act in the absence of the Chief Civil Engineer. Positions in this class 
normally are filled &om the Assistant level. 
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- SUPERVISION EXERCISED ANDRECEIVED 
Junior Civil Enzineer - Receives specific direction from hi$er level professional 
engineers. Occasionally exercises indirect supervision of a technical nature over sub- 
professional engineering positions. -. 

Assistant and Associate Civil Enoineers - Receives general direction from higher level 
professional engineering positions. Exercises indirect supervision of a functional nature 
over lower level Civil Engineers and over sub-professional engineering positions, usually 
as a project manager for a public works project. 

EXAMPLES OF DUTIES - Duties may include, but are not limited to the foilowing: 
I 

0 

0 

0 

0 

0 

0 

0 

Designs and prepares plans, specifications and cost estimates for public works 
projects including traffic control facilities, street, utility, and related projects; 
researches project design requirements; performs complex calculations and prepares 
estimates of time and material costs; 
Reviews and checks final maps, parcel maps, and subdivision improvement plans for 
accuracy and conformance with City codes, ordinances and departmental 
requirements, with emphasis on traffic en,heering requirements; 
Prepares timing plans for isolated and interconnected traffic signal systems; 
Conducts specialized studies involving selection and use of materials and equipment, 
design techniques and economic comparison of aIternatives, i.e., signal equipment, 
vehicle detectors, safety improvements; 
Serves as field inspector and field engneer on public works projects; 
Assigns routine investigation, design and drafting tzssks to technical subordinates; 
reviews completed work; assists in the solution of difficult problems; 
Prepares applications for State and Federal grants; administers grant projects; 
Answers questions fiom contractors, private engineers, members of the public, other 
City deparhnents and agencies on public works projects, City codes, ordinances, and 
policies; 
Conducts and presents traffic studies to the City Council and 0 t h  groups. Typical 
studies inciude traffic control warrants, p a r h g  requirements, s isal  priorities and 
stripins alternatives; 
Develops and reviews City ordinances and policies. 
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_ _  MINIMU31 OUALIFICATIONS - 

Junior Civil Enoineer 

Knowledoe of: 
- 

Principles and practices of engineering as applied to public works projects, principles 
of traffic engineering pertaining to des ig  and construction of streets and traffic 
control devices; 
Methods, materials, and techniques used in the construction of public works projects; 
Use and operation of personal computers, software and peripheral equipment; 
iModern developments; current literature and sources of information regarding traffic 
engineering. 

Abilitv to: 

Prepare engineering designs, perform computations, and prepare traffic en,Geering 
plans and studies; 
Communicate clearly and concisely, orally and in writing. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

A 3acheIor’s Degee in Civil Engineering from an accredited coIlege or university. 

Exoerieo ce: 

No related working experience. 

LICENSES OR CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 

Assistant Civil Enzineer 

In addition to requirements of the Junior Civil Engineer: 
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_ -  Knowledge of: . -  
. _  - .  

City engineering policies and procedures; 
Traffic regulation methods and devices and traffic laws and regulations; 

Abilitv to: - 

Prepare moderately complex engineering designs and perform computations under 
general supervision; 
Communicate clearly and concisely, orally and in witing. 

EDUCATION AiiD EXPERIENCE 

.Any combination of education and experience that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

A Bachelor’s Degree in Civil Engjneering from an accredited college or university 
with emphasis on traffic engineering. 

Experience: . 

Two years experience as a professional engineer wilh substantial magineering duties. 

LICENSES AND CERTIFICATES 

Possession of an Engineer-h-Training certificate issued by the State Board for 
Professional Engineers and Land Surveyors. 
Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 

Associate Civil Eneineer 

In addition to requirements of the Assistant Civil En,$neer: 

f(now1edz.e of: 

Principles of supervision and paining. 

Abilitv to: 

Perform complex professional engineering work with a minimum of supervision; 
Manage engineering projects from inception to completion; 
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Perform field inspection of pubIic yorks projects; review plans and maps submitted 
for compliance with all pertinent -guidelines. 

_ -  

EDUCATION .AND EXPERIENCE 

Any combination of education and experience that would likely produce-the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Experience: 

A Bachelor's Degree in Civil Engineering from an accredited college or university. 
* 

0 Three years experience as a professional en$neer, with substantial traffic engineering 
duties, including one year experience With the City of Lodi. 

LICENSES AND CERTIFICATES 

0 Possession of a Certificate of Resstration as a Civil Engineer or Traffic Engineer 
issued by the State Board for Professional Engineers and Land Surveyors. 
Possession of a valid Driver's License (Class C) issued fiom the California 
Department of Motor Vehicles. 

0 

.. 
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JUNIOR ENGINEER . -  
ASSIST-%YT ENGINEER 

ASSOCIATE CIVIL ENGINEER 

DEFINITION 

Perfoms professional engineering work in the planning, desig, and construction of 
public works and related projects including residential, commercial, and industrial 
development projects. Assumes varyins degrees of responsibility for the engineering 
requirements of water, sewer, stonn drain, streets and other projects, depending upon 
class level. This is a flexibly staffed class series in that the Junior level position is 
expected to progress to the Assistant level with training, satisfactory performance, and 
obtaining proper certification. Similarly, the Assistant is expected to progess to the 
Associate level. 

- 

DISTINGUISHING C€€.ARACTERISTICS 

Junior Engineer - This is the entry level in the professional en5neering class series. 
Positions in this class differ from Assistant Engineers in that they are not expected to 
immediately perform a wide range of en,gineering task or be familiar with City 
en,heering policies and procedures. Unlike the Assistant, they would rarely exercise 
lead supervision over other engineering positions. 

Assistant Engineer - This class is between the entry level and full joumey level classes 
in the professional engineering class series. Positions in this class differ from the entry 
level (Junior Engineer) in that they perform a wider range of moderately difficult tasks, 
are more familiar Witf~ City projects and reglations, and are required to possess an 
En,$neer-In-Training certificate from the State. The Assistant differs from the Associate 
Civil Engineer in that the Associate performs the most difficult en,Oineerhg tasks. The 
Associate regularly exercises indirect supervision over other professional engineen while 
the Assistant does so only occasionally. Also the Associate is a Registered Engineer 
while the Assistant is an Engineer-In-Training. Positions in his class generally are filled 
from the Junior level. 

Associate Civil Engineer - This is the full journey level class in the professional 
engineering class series. Positions in this class perform the more difficult professional 
engineering work and are distingished horn the Assistant En,s$eer in that they are 
Registered Civil Ensneers, performing functions requiring registration and act in the 
absence of the Senior Civil Engineer. Positions in this class normally are filled from the 
Assistant level. 

. .  
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SUPERVISION RECEIVED .&YD EXERCISED 
_ -  . .  

- Junior 'Engineer- Receives-specific.hirec;ion from higher level professional engineers. 
Occasionally exercises indirect supervision of a technical nature over sub-professional 
engineering positions. 

Assistant Engineer and Associate Civil Engineer - Receives general direction from 
higher level professional engineering positions. Exercises indirect supervision of a 
hnctional nature over lower level Civil Engineers and over sub-professional engineering 
positions, usually as a public works project manager. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to, the following: 
x 

Designs and prepares plans, specifications and cost estimates for public works 
projects including water, wastewater, street, storm drain, and reiated projects; 
researches project design and requirements; performs complex calculations and 
prepares estimates of time and material cost; 
Reviews and checks fmal maps, parcel maps, and subdivision improvement plans for 
accuracy and conformance with City codes, ordinances and departmental 
requirements; 
Writes arid checks legal descriptions of parcels of land; 
Conducts specialized studies involving selection and use of materials and equipment, 
design techniques and economic comparison of alternatives, i.e., water well 
construction and rehabilitation, sewer pipe materials, etc; 
Serves as field inspector and field engineer on public works projects; 
Assigns routine investigation, d e s i g  and drafting tasks to technical sub-ordinates; 
reviews compkted work; assists in the solution of difficult problems; 
Analyze and interpret Federal and State regulations pertaking to engheerhg 
projects; 
Prepares applications for State and Federal grants; administers p n t  projects; 
Meets contractors, privates engineers, members of the public, other City departments 
and agencies to discuss en,oineering problems and answer questions related to public 
works projects, City codes, ordinances, and policies; 
Prepare and evaluate contracts and agreements; 
Perfoms related duties as required. 
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Junior En,' omeer 
Principles and practices of en9neeri.n: as applied to public works, utilities, and 

Methods, materials, and techniques used in the construction of public works and 
utilities projects; 
Modem developments, current literature and sources of information r e p d i n g  
engineering. 

building construction projects; -. 

z Assis tan t En oineer 
In addition to the above requirements: 

City engineering policies and procedures. 

Associate Civil Engineer 
In addition to the above requirements: 

Principles of supervision and training. 

Abilitv to: 

Junior Engineer 

- 
Prepare engineering designs, plans and studies, perform computations; 
Use and operate personal computer, related software and peripheral equipment; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

Assistant Engineer 
In addition to the above requirements: 

Prepare moderately complex engineering desigs  and perform computations under 
general supervision; 
Communicate clearly and concisely, orally and in Writing. 

Associate Civil Engineer 

Performs complex professional en~neering work with a minimum of supervision; 
iManage engineering projects fiom inception to completion; 
Perfom field inspection of public works projects; review plans and maps submitted 
for compliance with all pertinent guidelines; 
Prepare ageements and other documents pertaining to residential, commercial and 
industrial projects. 

In addition to the above requirements: 
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- Any combination of experience and 'education that would likely product the quaIifylng 
knowledge and ability. A typical combination is: 

Education: 
- 

A Bachelor's Degree in Civil Engineering from an accredited colIege or university. 

Experience: 

Junior Engineer 
No related work experience. 

Assistaat Engineer 
Two years experience as a professional engineer. 

Associate Civil Engineer 
T h e e  years experience as a professional en,$neer, including two years experience 
with the City of Lodi. 

0 

LICENSES AND CERTIFICATES 

Junior Engineer 
Possession of a valid Driver's License (class C) issued from the Califonia 
Department of Motor Vehicles. 

Ln addition to the above requirements: 
Assistant Engineer 

Possession of an Enagineer-In-Training certificate issued by the California Board for 
Professional Engineers and Land Surveyors. 

Associate Civil Ea,' Oineer 
In addition to the above requirements: 

Possession of a Certificate of Regjkration as a Civil Engineer issued by the Cdifornia 
State Board for Professional Engineers and Land Surveyors. 

. .  
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JUNOR PLXYNER 

ASS 0 C I ATE P L -4iiNE R 
- ASSIST.WT PLAINER _ -  

DEFINITION 

Performs professional work in the field of current planning, advanced plahing, environmental 
analysis, and economic development. Maintains the City General Plan, assists in the 
administration of the City zoning ordinance, and performs project work as required. This is a 
flexibly staffed class series in that the Junior level is expected to progress to the Assistant level 
with training and satisfactory performance. Similarly, the Assistant is expected to progress to 
the Associate level. 

z 

DISTINGUISHING CH.ARACTEFUSTICS 

Junior Planner - This is the entry level class in the professional planning class series. 
Positions in this class are distinguished &om the Assistant Planner level in that they perform a 
narrower ran,oe of duties, usua1i-y those of a technically less complex nature. Also, the Junior 
Planner works under a greater degee of direct supervision from higher level planning positions 
than does the Assistant Planner. 

Assistant Planner - This class is at a level between entry level Junior Planner and full journey 
level Associate Planner classes in the planning class series. Positions in this class are 
distinguished from the Junior Planner in that they have more working experience, are able to 
perform a broader range of tasks, are able to perform more technically complex tasks, and 
work with less direct supervision. This Assistant Planner is distinguished fiom the Associate 
Planner in having less work experience and not yet being able to perform the full range of 
technically complex tasks required of the Associate. 

Associate Planner - This is the full journey level class in the planning class series. Positions 
in this class have the knowledge and ability to perfom a variety of professional planning duties 
for the City of Lo&. Incumbents work more independently than positions in lower level 
planning classes, perform tasks of greater complexity, and are expected to interact effectively 
with the public and interest groups in community development. 

SUPERVISION EXERCISED AND RECEIVED 

Junior Planner - Receives direction usually from the Community Development Director or 
Associate Planners. 

Assistant and Associate Planner - Receives direction fiorn the Community Development 
Director. Exercises technical or functional supervision over lower level planning class 
posit ions. 
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EXLUMPLES OF DUTIES 

Current flannino 
- -  

Advanced Plannine 

Provides assistance to the public in matters of zoning and pluming; 
Works with developers, builders, and contractors in reviewing development plans for 

Prepares and reviews environmental documents for the City, including the preparation of 
Environmental Impact Reports; 
Serves as secretary and staff for the Site Plan and Architectural Review Committee. 
Prepares agendas, minutes, and staff reports; 
Processes annexations; 
Serves as secretary to SGe Plan and Architectural Review Committee; makes presentations 
to the Planning Commission and City Council; 
Presents reports on economic and land use data; 
Responds to questions f?om the public regarding zoning and land use, parking 
requirements, General Plan designation, growth management, downtown revitalization, 
flood zone perameters; 
Performs related duties as required. 

conformance to City ordinances and planning guidelines; -. 

. -. 
Researches, analyzes, and interprets social, economic, population, and land use data and 
trends; prepares and revises elements of the Lodi General Plzn and submits for approval; 
Prepares special reports on such topics as vacant land inventory, development 
informational resources, major retail centers, land use, and economic data. Makes 
presentations to the Planning Commission and City Council; 
Responds to questions from the public regarding zoning and land use, parking 
requirements, General Plan designation, growth management, downtown revitalization, 
flood zone perameters and statistical data; 
Coordinates the Abandoned Vehicle Program; 
Identifies and proposes revision to the Lo& Zoning ordinance; 
May serve as Acting Director of Community Development in Director's absence; 
Performs related duties as required. 

. .  . 



Junior Planner 
Assistant Planner 
Associate Planner 

Page 3 of 5 

MINIicfUMOUALIFICATIONS - - - -  

Junior Planner 

howledee of: 

Principles of municipal planning; 
- 

Fundamental legal guidelines for the municipal function; 
Principles of basic research methods and statistical analysis; 
Current literature and infomation resources; 
Use and operation of personal computers, software and peripheral equipment. 

> 

Abilitv to: 

0 

0 

0 

Learn laws underlying general plans, zoning ordinances, and land divisions; 
Perform basic statistical analysis and prepare written reports; 
Communicate ciearly, orally and in writing; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 

EDUC.4TION AND EXPERIENCE 
. -  

Any combination of experience and education that would IikeIy produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

A Bachelor's Degree in City or Regional Planning or a related field. 

Experience: 

No related working experience. 

Assistant fianaer 

In addition to the requirements for the Junior Planner: 

Principles and practices of municipal planning; 
Legal gideiines for plannins, zoning, and subdivisions, including the City of Lodi zoning 
ordinance. 
Principles and pradces of basic research methods and statistical analysis. 

-.. i 
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Abilitv to: _ -  

0 

Perform drafting and mapping. 

Review building and architectural plans; 
Interpret and analyze federal, state, and local laws related to planning; 
Work effectively with architects, engineers, contractors and the general public; 
Analyze and interpret statistical data and written reports; 

EDUCATION AND EXPERIENCE 

Any combination of education and experience that would likely produce the qualifying 
knowledge and ability. A t);pical combination is: 

Education: 

A Bachelor's Degree in City or Regional Planning or a related field. 

Exuerience: 

One year experience in a position similar to that of a Junior Planner in the City of Lodi. 

Associate Planner 

In addition to the requirements for the Junior Planner: 

Knowledge of: 

Specific rules and regulations for City of Lodi Planning; 
Grants and grmt writing for Federal, State and other programs. 

Abilitv to: 

Organize and oversee the work of others. 

EDUCATION AND EXPERIENCE 

Any combination of education and experience that would likely produce the qnalifyrng 
knowledge and ability. A typical combination is: 

Education : 

0 A Bachelor's Degree in City or Regional PIanning or related field. 
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Experience: 

0 

- -  
Three'years experience in-a position simiiar to that of a Junior Planner or Assistant Planner 
in the City of Lodi. 

LICENSES AND CERTIFICATES 
- 

Possession of a valid Driver's License (Class C)  issued from the California Department of 
Motor Vehicles. 
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DEFINITION 

Performs professional level librarian work for the Lodi Public Library; provides 
Reference services as assigned, supervises or assists in overseeing activities in the 
assigned service unit of the Library. This is a flexibly staffed class series in that the 
Librarian I may is expected to progess to the 11 level with training, experience, and 
satisfactory performance. 

DISTINGUISHING CH.ARACTERISTICS 

Librarian I -This is the entry level for the professional librarian class series. Positions 
in this class are distinguished from the Librarian LI class by the extent of working 
experience and knowledge of technical procedures. Also, this class is not expected to 
exercise direct supervision over subordinate classes. 

* 

Librarian I1 - This is the ful l  journey level in the professional librarian class series. 
Positions in this class perform a variety of duties requiring extensive knowledge of 
library science and the policies and procedures of the Lodi Public Library. This class is 
distinguished &om the Librarian I class by the extent of experience and technical 
knowledge. I t  is distinguished from higher kvel classes in that it is not expected to 
manage a major section of the library (-4dult or Children’s sections) and exercises 
technical or functional supervision rather than direct supervision over subordinate 
positions. Positions in this class normally are filled from the I level. 

SUPERVISION EXERCISED .%YD RECEIVED 

Librarian I 

Receives direction &om higher level positions; 
Exercises technical supervision over subprofessional library positions. 

Librarian II 

Receives general direction fiom the Supervising Librarian; 
Exercises technical and functional supenision over subordinate positions; 
Exercises direct supervision over part-time and temporary personnel; 
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EXAiifPLES OF DUTIES: 
_ .  

- Duties may include, but are not limited to the following: 

Provides reader and reference advisory service, answers reference questions using a 
variety of print and electronic formats; 
Assists the public in use of the library; helps locate information in a'variety of print 
and electronic formats; assists in use of online catalog; 
Plans, coordinates and publicizes library programs for assigned service unit; 
Develops p r o g k s  for community outreach; 
Processes interlibrary loan requests; 
Evaluates hardback and > paperback donations for inclusion in the library collection; 
Responsible for collection development in assigned subject or service areas; selects 
and orders new materials, books and periodicals; evaluates hardback and paperback 
donations for inclusion in the library collection; 
Reviews new books in the library's collection; checks initial processin,o accuracy for 
assigned collection areas. 
Periorrns related work as required. 

iMIiVZiLnrM OUALIFICATZONS 

Librarian I 

Knowledpe of: 

0 Principles, practices and standards of professional library science including reference 
services, professional technical services, collection development, circulation 
practices, theory and application of library automation, md technological applications 
in libraries; 
Books, authors, bibliogaphies and reference materials. 0 

Abilitv to: 

Respond to reference questions; 
Perform technical procedures accurately; 
Select library materials to meet community needs; 
Communicate effectively, orally and in writing; 
Interact with the public effectively and courteously. 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 
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- EDUCATION .4iiD EXPERIENCE- - . -  

h y  combination of experience and education that would likely produce the qualifjmg 
knowledge and ability. A typical combination is: 

Education: 

A Masters of Library Science degree. 

Experience: 

No experience as a professional librarian. 

Librarian I1 

In addition to the requirements of the Librarian I: 

Kuowledoe of: 

Abilitv to: 

Principles and practices of library orpization, operations, and procedures; 
Principles and practices of supervision. 

Supervise the work of others. 

EDUCATION A i W  EXPERIENCE 

Any combination of experience and education that would likely produce the qualifjmg 
knowledge and ability. A typical combination is: 

Education: 

A Masters of Library Science Degee. 

Experience: 

Two years experience as a professional librarian. 

LICENSES AND CERTIFICATES 

None 



CITY OF LODI August 16,2000 

P.4RKING ENFORCEiMENT ASSIST-AiiT 

DEFINITION 

Under general direction, patrols the City to enforce parlcing and vehicle ordinances; 
issues parking citations; reports and responds to traffic and emersency situations; 
performs other duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

This position is responsible for patrolling the City and enforcing parking and vehicle 
ordinances. Additional fhctions include operating a PBX switchboard on a relief basis 
as needed and other office duties. 

SUPERVISION EXERCISED AND RECErVED 

Receives general direction fiom the Finance Director. 

EXLUMPLES OF DUTIES: Duties may include but are not limited to the following: 

Patrols assigned area, operating a motorized scooter, chalking and issuing overtime 
parking citations; 
Patrols permit areas and issues citations for vehicles parked illegally; 
Patrols major shopping areas for handicap and fire lane violations; 
Assists Finance Department with sorting mail, providing telephone relief, and other 
office duties; 
Uses radio to contact police dispatcher to verZy auto registration, arrange for towing 
and call for emergency assistance; 
Maintains records related to work performed; 
Testifies in court cases related to parking violations and citations a s  required; 
Responds to questions fiom the public on parking laws, ordinances, and City 
operations and functions; 
Performs other related duties as required. 

MINIMUM QUALIFICATIONS 

Knowledye of: 

City streets and geogaphy; 
Basic Mathematics; 
Safe work methods and safety reglatiom pertaining to the work, including safe 
driving habits; 
3asic recordkeeping principles and practices; 
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Abilitv to: 

Understand and follow written and-oral-instructions; . _  

Read and apply parking codes and ordinances; 
Prepare and maintain organized and accurate records; 
Use sound independent j u d p e n t  within established guidelines; 
Operate a two-way radio; 
Operate a manual transmission vehicle; 
Type at a speed necessary for adequate job performance; 
Deal tactfully and effectively with those encountered in the course of work, including 
hostile and irate citizens; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of wprk. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education : 

Equivalent to completion of high school. 

Emerience: 

One year of experience in a posiiion invoI%+ng public contact or independence in 
performance of duties. 

LICENSES .&ID CERTIFICATES: 

Possession of a valid Driver’s License (Class C) issued from the California Department 
of Motor Vehicles. 
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P . W S  PROGRkM SPECI.%IST 
. -  - .  

DEFINITION 

Under direction, develops, plans, organizes and administers various progams and activities in 
the Parks and Recreation Department. Coordinates the activities in the Parks Division (in 
particular at Lodi L&e Park), with the activities of members of the coinmunity and various 
community goups, to implement programs designed to meet recreational needs; and performs 
related duties as required. 

SUPERVISION EXERCISED AND RECEIVED 

Receives supervision from Parks Superintendent. May supervise various part-time and volunteer 
staff. 

2 

E.XkiIPLES OF DUTIES 

Duties may include, but are ncft'lirnited to the following: 

0 

0 

0 

0 

Administer local school interpretive progam in Nature Area th.rou& trained volunteer 
docents; 
Coordinates,-schedules, directs and monitors the work of designated volunteers and staff; 
Conducts and/or assists in the training of volunteers and subordinate staff; 
Performs administrative tasks such as purchasing materials, record keeping, preparing 
correspondence, and assisting in budget preparation; 
Coordinates, designs, and prepares exhibits and displays; 
Participates in seeking sources of g a n t  revenue and grant writing; 
Coordinates and assists in the implementation of special events; 
Coordinates, oversees and participates in revenue collection and fund raising activities; 
Coordinates Parks and Recreation activities with appropriate City departments; 
Performs related duties as required. 

MINIIHUbI QUALIFICATIONS 

Knowledoe of: 

Nature areas and centers; 
0 

Principles of natural resource conservation and interpretation; 
Park systems, operations, and recreation areas; 
Principles and practices of program planning and implementation; 
Grant writing processes, revenue collection techques and budgeting; 

Basic principles and practices of supervision; _ . .  
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* Methods used in preparing displays and exhibits; 
Basic personal computer s o h a r e  applications and the operation of peripheral equipment. 

Abiliw to: 

Effectively communicate both verbally and in writing; 
Plan, organize, assess and monitor the activities of personnel, members of the public and 
community goups,  and reiated departmental operations; 
Work creatively and independently within established guidelines and directives; 
Operate personal computers and peripheral equipment, and standard office equipment; 
Accumulate and analyze data, and compile reports for budgeting and program productivity; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

* 

EDUCATION . h i  EXPERIENCE 

Any combination of experience and education- that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education : 

Equivalent to possession of an Associate of Arts degee  from an accredited college With an 
emphasis in park operations, public recreation, natural sciences or a related field. 

ExDerience: 

One year of responsible experience in park operations, public recreation, parks and recreation 
administration, or a closely related field. 

LICENSES CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California Department of 
Motor Vehicles. 
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PARKS PROJECT COORDIS.ATOR . 

DEFINITION: 

Under general supervision, researches, analyzes, develops and presents a variety of data 
pertaining to park and recreational facility planning, maintenance and construction; 
provides assistance in the development and implementation of park projects to City staff, 
official bodies, contractors, consultants, outside agencies, community service 
organizations and the general public. 

SUPERVISION EXERCISED AiiD RECEIVED: 

Receives general supervision from the Parks Superintendent. 
* 

EXAMPLES OF DUTIES: 

Duties may include, but are not limited to the following: 

0 

. .. 

0 

0 

Prepares and develops general and detailed land use and development plans for parks 
and recreation facilities; 
Prepares construction drawings, specifications and cost estimates for construction 
projects; . 
Oversees projects while under construction; 
Reviews, checks and evaluates plans, drawings, studies and reports prepared by 
outside consultants and other agencies; 
Serves as a Department representative; interprets and explains existing and proposed 
development activities before public groups and officiaI bodies; acts as an advisor to 
special interest and community goups as related to park design programs; assists in 
the determination of park and recreation needs; 
Participates in the selection process for consultants; prepares performance 
specifications and estimates budgets; 
Assembles a variety of information and data for staff reports and studies; 
Assists in the review and coordination of consultants and contractors engaged in the 
preparation of site and facilities plans and construction; determines field adjustments; 
recommends substitutions and change orders; reviews progress payments; 
Facilitates public park planning and pre-construction meetings; 
Acts as project coordinator for department and service club projects; 
Develops and maintains all department construction fiies; 
Maintains Parks and Recreation Capital Improvement Project budget and files; 
Works with other City departments in the planning design, and construction of park 
gounds and facilities; 
Researches and prepares state and federal grant applicalions; administers approved 
grants; prepares related s u m m a r y  and statistical reports; 
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Prepares requests for proposals; develops plans and specifications for bid documents; 
prepares information for Council on requests for bids, award of bids and final 
acceptance; .. . -  

Ensures all facilities, sounds, and projects are in compliance with relevant codes, 
standards, plans, specifications, contracts and City, State and Federal regulations; 
Performs related duties as required. 

icIINIMUiM OUALIFICATIONS: 

Knowledoe of: 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Current issues and sources of information related to park development, park 
community needs, and land use; 
Principles, practices &d techniques of grant application preparation and contract 
administrat ion; 
Park and facility construction principles, practices, methodology and materials; 
Budgeting procedures and techniques; 
Park maintenance and operations; 
Basic irrigation practices; 
Federal, State, County and City ordinances, legislation and reglations which impact 
park planning and construction; 
Construction codes and ordinances; 
Principles of construction contract negotiation and admiriskation; 
Computer word processing and drafting software; 
Drafting methods, techniques and equipment including computer aided drafting. 

Abilitv to: 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Operate a variety of standard and specialized office equipment and tools such as a 
personal computer, blueprint machine, calculator, and drafting instruments; 
Prepare effective grant proposals and administer grant awards; 
Administer a variety of construction contracts ensuring project compliance with 
applicable plans, specifications and regulations; 
Analyze and compile technical and statistical information and prepare reports; 
Work independently; 
Communicate clearly and concisely, both orally and in writing; 
Make effective presentations and conduct meetings with the public, City officials, and 
community service organizations; 
Read, calculate and apply a variety of mathematical formulas; 
Interpret and apply a variety of codes, ordinances, replations and standards; 
Prepare construction estimates, contract specifications, and various related documents 
and reports; 
Utilize and interpret technical terminolog for communication witfi professionals in 
the enijneering, mnstruction, planning and landscape architectural fields; 
Prepare neat and accurate construction plans, drawings and diagrams; 
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Interpret engineering maps, plans, construction standards and legal descriptions; 
Establish and maintain effective and cooperative relationships with those contacted 
durinz the course of work. _ -  

EDUCATION AND EXPERIENCE 

Any combination equivalent to experience and education that would Iikely provide the 
required knowledge and abilities would be qualifjm,o. A t).pical combination is: 

Education: 

Equivalent to completion of high school supplemented by courses in drafting, 
construction technology, p’ark planning and design, horticulture, or a related field. 

Experience: 

Two years of subprofessional engineering office or field work; two years of responsible 
experience in park planning, design or construction. 

LICENSES MiD CERTIFICATES 

Possession of valid Driver’s License (Class C) issued from the California Department of 
Motor Vehi c ies. 
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POLICE RECORDS C L E M  IAI . - 

DE FTNITIO N 

Provides information and assistance to the public in person and by telephone. Maintains 
police department Tecords Processes a variety of records and rzports. Performs related 
work as required. 

DISTINGUISHING CH.4R4CTERISTIGS 

Police Records Clerk I is the entry level of the Police Records Clerk series. Incumbents 
learn and perform a variety of duties related to gathering, processing, rnaintainin,o and 
retrieving police records and information, and assisting the public. This class is flexibly- 
staffed with Police Records Clerk 11; incumbents are expected to advance to the higher 
level after successful performance at the I level, and demonstrating proficiency for 
performing at the higher level. 

P o k e  Records Clerk II is the ful l  working level of the series, competent to perform the 
full scope of duties required. 

SUPERVISION EXERCISED AND RECErVED 

Police Records Clerks I work initially under close supemision. 

guidelines. Police Records Clerks 11 work under general supervision. 

As experience and 
.. proficiency are gained, there is geater independence of action within established 

These classifications do not exercise supervisory authority over other full time permanent 
employees. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Operates a multi-line telephone system to respond to non-emergency requests for 
information or assistance, and refers calls to appropriate locations; 
Assists the public at the counter by providing mformation, explaining procedures and 
forms, and handling a variety of other requests; 
Determines whether requesting parties are entitled per laws and regulations to 
information requested, and blocks out confidential infomation; 
Photocopies and releases reports in accordance with regulations, 
Determines eligibility for vehicle releases and collects payment; 
Responds to requests from other criminal justice agencies for information; 
Maintains and .codes records of contacts, requests for police services, and related 
information; 
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Enters data, reviews, verifies, prepares and processes a variety of forms, reports and 
correspondence including warrants, traffic citations, and bicycle licenses; and 

Enters, queries, and retrieves information ffom Federal, State and local computer, and 
related systems; 
Files a wide variety of materials and researches files and records; 
Purges and seaIs various records and reports in accordance with regulations; 
Codes, categorizes and tabulates records and reports; 
Collects fees; posts, balances and may distribute monies received; 
Operates and performs operator maintenance on a variety of standard and specialized 
office equipment ; 
Performs other related duties as required. 

prepares standardized letters of facts or- transmittal; . -  

MINI MU $1 0 u AL IFI C ~ T I  o NS 
Knozvledqe of: 

Police Records Clerk I: 

0 

0 

0 

. .. 

0 

0 

Basic office practices and procedures, includin,o the operation of standzrd office 
equipment; 
Alphabetical, numerical, and topical filing systems; 
Correct English usage, including spelling, grammar, and punctuation; 
Basic arithmetic. 

Police Records 11: - In addition to the requirements of I: 

Laws and regulations governing the release of police department reports and 
information; 
Functions and operation of the various computer, and related police infomation 
systems and equipment; 
Policies and procedures for departmental operations. 

Abilitv to: 

Police Records Clerk I: 

e Deal tactfully and effectively With public suspecls and prisoners including hostile and 
irate individuals; 

0 Understand and carry out oral and written instructions; 
0 Maintain accurate records and files; 

Type at a speed necessary for adequate job performance; 
Make accurate arithmetical calculations; 

0 Establish and maintain cooperative and effective relationshps with those contacted 
during the course of work. 
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Police Records Clerk 11 - In addition to the requirements of the I: 
. -  

Apply applicable rules and regulations to request for confidential and public law 
enforcement related information; 
Prioritize work and coordinate several activities simultaneously; 
Operates standard and specialized office equipment including personal computer, 
related softwarE and peripheral equipment; 
Or,oanize and maintain files and records. 

EDUCATION AND EXPERIENCE 

Any combination equivalent to education and experience that would likely produce the 
required knowledge and agility. A typical combination is: 

Police Records Clerk I: 

Education: 

Equivalent to completion of high school, including coursework in computer 
operation. 

ExDerience: 

One year of general clerical experience which has included computer operation and 
. public contact. 

Police Records Clerk 11: 

Education : 

Completion of an accredited course in law enforcement records management. 

Experience: 

0 One year of records processing and public contact experience in a law enforcement 
department at a level equivalent to the City’s Police Records Clerk I. 

OTHER REOUIREiMENTS 

Must be able to pass a backgound investigation and meet City of Lodi Police 
Department requirements for security clearance; 
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LICENSES .AND CERTIFICATES - - . -  

Possession of a valid Driver’s License (Class C) issued iiom the California 
Department of Motor Vehicles. 

. .. 
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_ -  - .  
POLICE RECORDS CLERK SUPERVISOR 

DEFINITION 

Under general direction, performs the most complex and responsible Police Records clerical 
duties. Provides training and supervises activities of assigned Records Clerks. Performs related 
responsibilities as required. 

- 

DISTINGUISHING C H ~ C T E F U S T I C S  

This is the supervisory level of the Police Records Clerk series. This class is distinguished by 
the level of difficulty and complexity of work performed and supervisory responsibilities. 
Positions in this class require kequent use of a high degee of indcpendent judgement in making 
decisions in accordance with established rules and procedures. 

SUPERVISION EXERCISED AND RECEIVED 

This position provides direct and indirect supervision over Record Clerks II/I. Reports directly 
to a Police Lieutenant and receives direction from the Police Captain responsible for the 
division. 

EXAMPLES OF DUTIES 

Audits law enforcement-related data and statistical reports, verifies information against 
written reports, and makes corrections; 
Advises other staff within area of expertise on matters such as equipment and system 
operation, data coding, document processing, release of records, purges, and other activities; 
Researches data and records and prepares special reports, bulletins, and other information; 
Responds to inquiries regarding specialized areas of departmental operations, regulations, 
policies, and judicial procedures; 
Receives and handles Records complaints and recommends disciplinary action; 
Provides training to sworn and non-sworn staff on specialized procedures, required 
documents and computer operation; 
Assist in preparing the Records Unit operatins budget; 
Enters data, codes and recodes crimes for reporting using national hierarchical coding 
system; 
Researches and adds missing data from crime reports when available; 

. .  
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Types more complex or sensitive documents such as criminal investigation reports, search 
warrants, subpoenas, and related materials; 
Coordinates with dther agencies on special activities such as extradition-paperwork; 
Maintains specialized records, logs, and manuals; 
Composes correspondence regarding assigned area of activity; 
May provide secretarial services to a major division head; 
iMay function as acting supervisor of a clerical function in the absence of the replar  
supervisor. * 

iWNIMUM OUALIFICATIONS 

Knowledne of: 

Systems and procedures for processing, maintenance, retrieval and release of police records; 
Applicable laws, codes, regulations, and policies; 
Basic operating principles, equipment and systems used in automated law enforcement 
recordkeeping; 
Functions and authorities of the department and other criminal justice agencies; 
Office methods and procedures; filing and recordkeeping; 

equipment; 
English gnrnrnar, spellin,o and punctuation. 

- Operation of personal computer, related software, peripheral equipment, and standard office 

AbiliW to: 

Instruct and train others in procedures, operations, and document processins; 
Interpret and apply complex rules and replations to requests for confidential and public law 
enforcement related information; 
Prioritize work and coordinate several activities simultaneously; 
Operate standard and specialized office equipment including computer terminals and 
teletypes; 
Orsanize and maintain complex files and records; 
Establish and maintain effective working relationships with lhose contacted in the course of 
the work; 
Type accurately at a speed necessary for adequate job performance; 
Assign, supervise, train and evaluate the work of subordinate persokel. 

. .  
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. -  - .  
EDUCATION AND EXPERIENCE: 

Any combination equivalent to education and experience that would likely produce the 
required knowledge and ability. A typical combination is: - 

Education: 

Equivalent to the completion of high school and an accredited course in law enforcement 
records management. 

z 

Experience: 

Two years of experience performing duties equivalent to Police Records Clerk II in the City 
of Lodi. 

. -  

LICENSES AND CERTIFICATES: 

Possession of  a valid Driver's License (Class C) issued f?om the California Department of 
Motor Vehicles. 
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_ -  PROGR&i&lE W.4ii.;uIY ST I/II 

DEFINITION 

Under general supervision, initiates and maintains the progams and technical specifications 
necessary to operate data processing programs and equipment; performs related work as required 
to develop new information systems. 

DISTINGUISHING CHAR4CTERISTICS 

The data processing Programmer/halyst II position is distinguished fiom the I level in that the 
I1 level has a greater understanding and knowledge of systems, sohvare and hardware; with 
training and experience, work becomes more diversified and complex. 

Progammer/halyst I is flexibly staffed with P r o g m e r / h a l y s t  II, and incumbents are 
expected to progress to the higher level after successhlly completing two years of experience as 
a Progammer/halyst I. 

SUPERVISION EXERCISED m n  RECEIVED 

Receives supervision fiom the Data Processin,o Manager and/or Senior Progammer/AnaIyst; 
may provide lead direction to the Computer Operator. 

E W i P L E S  OF DUTIES 

Duties may include, but are not limited to the following: 

Designs, writes and documents computer progams based on system requirements, and in 
accordance with established standards and practices; 
Writes progams based on system requirements, program logic and processing steps, using 
W G  or other programming languages required for department systems; accurately 
documents all programs and keeps documentation filed and up-to-date; 
Keys specifications into equipment, and runs compilers and other programs or utility 
generators; 
Operates the software controlling configuration and connection of dumb terminals to a 
central computer and personal computers to a network andor a central application processor; 
Draws flowcharts and form layouts to assist in communication and development of 
procedures; 
Meets with users as required to determine needs; assists in instructing the data processing 
operator or users in technical procedure or in the absence of the Senior Progmer/Analyst ;  
Operates equipment in the absence of the computer Operator or as necessary to maintain 
computer service; 
Responsible for the integity and back-up of server based software libraries contahing, and 
files on both the server and the application processor; 

. . 
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Completes on-going studies of software and hardware characteristics applicable to the City's 
work; 
Assists in the evaluation and implementation of sofbvare or hard\\*are from outside vendors; 
Perform.related duties as required. 

Knowledee of: 
- 

Principles of computer systems, procedures, analysis, design and programming; WG-II, 
system support, and utilities necessary for the operation of the City's system; 
System analysis and development; records storage and handlins techniques; 
Computer logic, use, capability and limitation; 
Network configuration and support; connectivity and usage in an environment including a 
Central Application Processor. 

> 

Abilitv to: 

Identify, evaluate and solve prbgam problems in data processing; 
Draw flowcharts and forms layout; 
Write necessary progams and utility specifications; 
Operate data processing equipment; 
Communicate clearly, orally and in writing; 
Complete a project and exercise initiative with minimum supervision; 
Study manuals and assimilate new techniques readily; 
3e  flexible and be able to adapt to ever changing requirements; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 

EDUCATION AND EXPERIENCE 

Any combination equivalent to education and experience h a t  would likely produce the required 
knowledges and ability. -4 typical combination is: 

froorammerl.4naIvst I 

Education: 

Equivalent to completion of two years of college with major course work in computer 
science or a closely related field 
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Experience 
. .  _ .  

None required. Progamming or closely related experience may be substituted for the 
education requirement on a year-for-year basis. 

- 
Proorammer/AnaIvst I1 

Education 

Equivalent to completion of two years of college with major course work in computer 
science or a closely related field. 

Experience 

Two years ofjoumey level progammin,o and systems experience for mainkame computer 
systems. Additional related experience may be substituted for the education on a year-for- 
year basis. 

. .  
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PUBLIC WORKS INSPECTOR Vn . - 

DEFINITION 

Inspects and monitors public works construction and maintenance projects for 
conformance with- codes, standards, specifications, and regulations. - Reviews plans, 
conducts tests, and conducts field inspections for a variety of projects, including 
subdivision improvements, encroachment projects, streets, watedwastewater, and storm 
water projects. 

DISTINGUISHING CHAR4CTERISTICS 

Public Works Inspector I - This is the entry level in the public works inspector class 
series. Positions in this class are expected to have prior experience in public works 
construction, engineering, surveying, or a related field, but are not expected to possess 
the ful l  range of knowledge and abilities ultimately required of the journey level 
inspector. Level I positions work under closer supenision than level II positions and are 
not assigned more complex inspection jobs. 

.r 

Public Works Inspector I1 - This is the full journey level in the series. Positions in this 
class are expected to possess knowledge and ability to inspect a variety of public works 
projects, including the most complex. Level II-positions work under general direction or 
supervision. 

SUPERVISION EXERCISED .LVD RECEIVED 

Public Works Inspector I - Receives direction fiom the 
be,ginninng with specific direction and evolving toward general direction. 

Senior Civil En,Geer, 

Public Works InsDector I1 - Receives general direction from the Senior Civil Engineer. 
iMay exercise technical or hc t iona l  supervision over Public Works Inspector I or other 
subordinate positions. 

EXkWLES OF DUTIES - Duties may include, but are not limited to the following: 

Inspects a variety of public works construction and maintenance projects including 
subdivision improvements, street construction and paving contracts, pondins basins, 
s t o m  drains, sanitary sewers, watermains, traffic signal systems, street light systems, 
electrical direct buriaVvault/conduit, electrical sub-station site preparation, and 
construction of a wide variety of public improvements as well as demolition and 
removal of structures; 
Inspects encroachment permit work, such a s  curb yt ter  and sidewalk installation or 
replacement, and . . -  utility duct'vaultlconduit'cable installation; 
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0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Prepares and updates forms to ensure appropriate techniques are employed 
consistently on all inspection work; 
Reviews plans and specifications prior to construction; recommends revisions; 
Submits contract payments, security releases, contract change orders, and purchase 
order payments; 
Prepares and keeps up-to-date daily diary and job status reports; 
Selects and sends materials for independent lab testing; reviews test results; 
Performs relatice compaction and impact tests; 
Complies contract changes on plans for as-built drawings; 
Confers with design engineers on plans and specifications; discusses plans and field 
work with engineering technicians and field crews; 
Confers with contractors, supervisors, foreman, workmen, and other members of the 
private sector; r 

Obtains informal bids for miscellaneous supplies and issues purchase orders; 
Uses, repairs, evaluates, and calibrates the nuclear compaction gauge; 
Assists in collection of speed zone and other traffic data; 
Performs related work as required. 

MINIMUM OUALIFICATIONS 

Public Works Inspector I 

Knowledge of: 

0 iMaterials, methods, equipment and techniques for consmction of basic public works 
projects; 
3asic construction materials testing methods and procedures; 
Basic math; 
Surveying and use of survey equipment; 
Principles of construction administration. 

Abilitv to: 

Learn the principles, practices, and techmques of advanced public works inspection; 
Read and interpret public works and architectural construction plans and 
specifications; 
Inspect basic public works and related construction projects to determine compliance 
with approved plans and specifications; 
Exercise jud,oment and tact in dealing with contractors to obtain conformance with 
plans and specifications; 
Interpret City/State laws, rules, and regulations; 
Maintain records and prepare accurate written reports; 
Establish and maintain cooperative working relationstups vtith those contacted during 
the course of work; 
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EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifymg 
knowledge and ability. A typical combination is: 

Education : 

9 Equivalent to the completion of high school. 

Experience: 

9 Three years experience in public works construction, engineering, surveying, or relate 
field. 

* 

LICENSES .&iD CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 

Public Works Inspector I1 

Knowledge of: 

Principles, practices, and techniques of advanced public works inspection; 
Detailed knowledge of soils lab testing and sampling, concrete/asphaIt design and 
applications, masonry construction, well construction and welding; 
Specialized inspection duties such as trafzc sigals,  lift starions, and federal public 
works projects inspection. 

. 

Abilitv to: 

9 Inspect a wide variety of public works projects; 
Learn and assume responsibility for specialized functions such as serving as 
Radiation Safety Officer. 

EDUCATION AND EXPERIENCE 

Any combination of education and experience that would likely produce the qudifym,o 
knowledge and ability. A typical combination is: 
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Education: 

- Equivalent to the completion of h..~s$ school. . -  

LICENSES A N D  CERTIFICATES 

Possession of a valid Driver’s License (Class C)  issued from the California 
Department of Motor Vehicles. 

. .  
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_ .  PURCHASING ASSIST.kST . -  

DEFINITION 

To purchase routine office supplies; maintain the office supply stock and inventory; 
process and fill requisitions for office supplies; process invoices and maintain records; 
and perform related duties as required. 

DISTINGUISHING CHARACTERISTICS 

This single position classification is distinguished from the higher level Buyer and related 
classes in that it is limited to purchasing of routine office supplies, and in that it also 
performs clerical duties in support of the department. It is distinguished from other 
clerical positions by responsibility for performance of limited routine professional buying 
duties. 

SUPERVISION EXERCISED AND RECEIVED 

General supervision is provided by the Purchasing Officer or Buyer. 

Responsibilities may include directing the work of clerical personnel assigned to the unit, 
particularly on a part-time or temporary basis. . 

. .. EXkrMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Secures and compares information regarding price, quality, availability and related 
information for a wide variety of routine office supplies; 
Negotiates with vendors regarding terns, and orders and purchases suppfies, business 
cards, printing, and related items; 
Reviews requisitions, determines needed items, and obtains from stock; 
Develops and maintains inventory and stockins systems for office supplies; 
determines appropriate reorder points and initiates reorders; performs annual office 
supply inventory; 
Codes and enters data, and maintains a variety of manual and computerized records 
and logs related to purchasing, stock movement, charses to departments, coding of 
items, and related; 
Picks up and delivers, or prepares items for delivery; 
Compares purchase orders to invoices and items received, follows-up discrepancies, 
notes p d a l s ,  recommends payment, and forwards approved invoices to accounting; 
Computes quantities, discounts, taxes, totals and extensions; 
Discusses office supply and business card needs with requestors; 
Maintains a variety of purchasing and inventory reiated files and filing systems; 
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- Expedites and coordinates delivery schedules; may assist with receiving; 
Provides telephone and in person reception; processes departmental mail; and 
provides related clerical support for the department; 
May provide lead direction to clerical assistants; 
Operates persona1 computer, related software and peripheral equipment; 
Performs relatgd duties as required. 

MINIMUM OUAJJFICATIONS 

Knowledge of: 

Basic principles and p;actices of purchasing in the public sector; 
Basic accounting and recordkeeping procedures; 
Supplies commonly used in office agplications; 
Applicable policies, procedures and codes; 
Modem office practices, including the operation of personal computer, related 
software and peripheral equipment. 

Abilitv to: 

0 

0 

0 

. .. 

e 

0 

0 

0 

Secure and compare information regarding.price, quality, quantity, and other aspects 
of office supply purchasing; 
Negotiate With vendors to obtain the most favorable terms and conditions; 
Perform arithmetical computations rapidly and accurately; 
Type at a speed necessary for adequate job performance. 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of the work; 
Establish and maintain complex filing systems; 
Operate computerized purchasing and recordkeeping systems. 

EDUCATION AND EXPERIENCE 

Any combination equivalent to education and experience that would likely provide the 
required knowledge and abilities would be qualifying. A typical combination is: 

Education: 

Equivalent to completion of  hi^& school. 
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Experience: 

Tu.0 years of responsible clerical experieoce which has provided-a basic knowledge of 
purchasing and inventory duties. 

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s License (class C) issued from the California Department of 
Motor Vehicles. 

. -. 

. .  
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SENIOR .ADMINISTRATIVE CLERK ~ . 

DEFINITION 

Performs a variety of complex and difficult clerical duties; exercises an advanced level of 
technical expertise andor job knowledge relating to the clerical function. 

DISTINGUISHING CHARACTERISTICS 

This class is the advanced journey level of the Administrative Clerk series and is 
distinguished from Administrative Clerk by more complex and difficult duties performed. 
Specifically, positions inr this class should have at least one of the following 
characteris tics: 

Responsibility for management of the clerical support functions of an office. 
Knowledge of and ability to independently apply an advanced technical skill to an 
important departmental function while assumin,o complete responsibility for the 
fitnction; review by superiors is only on the overall results. 

SUPERVISION EXERCISED AND RECEIVED 

Responsibilities may include the indirect supervision of part-time andor lower clerical 
positions. 

. . General supervision is provided by professional or management personnel, or a higher 
level clerical position. Functional or technical supervision may also be received fiom 
department staff. 

EX4MPLES OF DUTIES 

Duties may include, but are not limited to, the following: 
Responds to complaints and requests for lnformation on reglatiom, procedures, and 
policies relating to responsibilities assiged; 
Prepares correspondence, reports, forms and specialized documents, often of a 
confidential nature, related to the functions of the department assiped, from drafts, 
notes, dictated tapes, OT brief instructions; 
Ensures that work in an office is handled on a priority basis and completed in a timely 
manner; 
May participate and assist in the administration of an office including routine 
personnel, payroll, purchasinz, and budget duties; 
Acts as receptionist; screens calls and visitors, and refers inquiries as appropriate; 
responds to complaints and requests for information based upon departmental policies 
and procedures; 
Enters and retrieves data fiom computer systems; operates personal computer, related 
software and peripheral equipment; 
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Operates computer systems, which may be used city-wide or specifically desiped for 
use only in the department assigned, to generate reports and perform other automated 
processes; performs various file maintenance activities related to-computer systems; 
Performs routine technical computer duties for assigned department including 
performing file back-ups, assigning passwords and security codes for individual desk- 
tops, training department staff standard software, moving and cleaning hardware; 
troubleshooting hardware and software for staff prior to contacting City IT staff; 
Performs general clerical duties including filing, checking and recording information 
on records, and processing routine requests for information; 
May provide indirect supervision to lower level clerical positions; 
Perfoms other related duties as required. 

0 

OUALIFICATIONS I 

Knowledge of: 

Correct English usage, spelling, gammar, and punctuation; 
Modem office methods, procedures and equipment, including personal computers and 
automated systems where applicable; 
Principles of supervision, training, and performance evaluation. 

Abilitv to: 

0 

0 

0 

0 

0 

0 

0 

Understand the organization and operations of the City and of outside agencies as 
necessary to assume assiged responsibilities; 
Communicate effectively, orally, and in writing; 
Where applicable, plan, orpnize, and manage a specific function within an assigned 
department; 
Work cooperatively with other departments, outside agencies, and the public; 
interpret and apply departmental policies, procedures, and rules; 
Type andor transcribe from handwritten copy, dictaphone andor shorthand notes at a 
speed necessary for adequate job performance; 
Use and operate centralized telephone equipment, personal computer, related 
software and peripheral equipment; 
Compile and maintain complex and extensive records and files; 
Supervise and train subordinates as necessary; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION AND EXPERIENCE 

h y  combination of experience and education that would likely produce the qualifjmg 
howledge and ability. A typical combination is: 

Education : 
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Equivalent to the completion of High School supplemented by specialized clerical 
and/or computer softw&e courses.,- 

Experience: 

One year of experience comparable to that 
City of Lodi. - 

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s 
Department of Motor Vehicles. 

* 

License 

. -  

of the Administrative Clerk class in the 

(Class issued the California 
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SENIOR BUILDING INSPECTOR . - 
(Plans Examiner) 

DEFINITION: 

Under general supervision, inspects residential, commercial, and industrial buildings; 
examines residential, major commercial and industrial development plans for compliance 
with applicable codes and regulations; performs related work as assigned. 

DISTINGUISHING CHAFLACTERISTICS 

This is the advanced inspector class with added rssponsibility for plans examination on 
more complex projects including major commercial and industrial developments. This 
class is distinguished from Chief 3uilding Inspector in that the latter has general 
administrative responsibility for the Building Inspection Division with the Senior 
Building InspectorPlans Examiner having first-line responsibility for the plans 
examination function and sup.ervisory tasks related to inspection. 

E M I P L E S  OF DUTIES 

Duties may include, but are not limited to the following: 

0 

0 

0 

0 

Reviews and examines construction documents for residential, commercial and 
industrial buildings; may review other improvement and repair plans and 
specifications as required; 
Inspects residential, commercial, and industrial building projects at various stages for 
compliance with all pertinent codes, regulations and ordinulces; 
Issues building permits, correction notices, and stop work orders; 
Confers with homeowners, builders, engineers and architects to provide information 
and interpret building codes and regplations; recommends changes to obtain 
compliance with applicable codes and reglatiom; 
Reviews corrected plans for conformity with requirements; calculates fees to be 
assessed for projects; submits documentation for collection; 
Maintains records of incoming plans and building permit applications and routes to 
appropriate divisions or departments; enters plan check data into computer data base; 
Makes on-site construction inspections to confirm construction complies With 
approved plans and specifications; 
Initiates appropriate action to enforce code compliance; 
Prepares correspondence to architects, engineers and contractors relating to conection 
of plans and engineering detail; 
Advises building inspectors on structural and other building-related problems; 
provides lead direction to building inspectors concerning plans examination activities 
Coordinates construction document processing wirh other City departments; 
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0 Participates in setting work priorities, coordinating and scheduling personal 
assignments and those of building inspectors; may participate in staffing activities 
and decisions; - .  

Assumes duties of Chief Building Inspector during his or her absence; 
Performs other related duties as required. 

_ _  
0 

Knowledge of: - 

Techniques, materials and practices in the structural, plumbing, mechanical, and 
electrical construction fields; 
Residential, commercial, and industrial construction materials, methods and 
equipment; 
Applicable codes and qrdinances governing housing, construction, rehabilitation, 
alteration, and occupancy of buildings; 
Appropriate health, safety, and fire resistive standards. 

Abilitv to: 

0 

0 

0 

0 

0 

0 

Perform detailed analysis and examination of building and construction designs, 
specifications and plans; 
Apply basic engineering and archtectural principles to the solution of residential, 
commercial and industrial construction problems; 
Analyze and evaluate complex building plans and specifications; 
Organize work, set priorities, and exercise sound, independent judgment within 
established videlines; 
Deal tactfully and effectively with the public, City sraff, other agencies, homeowners, 
builders, engineering firms, contractors, developers, and others; 
Prepare clear, concise and accurate reports, correspondence and other written 
materials; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION .4ND EXPERIENCE: 

.Any combination of experience and education that would likely produce the qualifymg 
knowledge and ability. A typical combination is: 

Education 

Equivalent to completion of two years of  college or possession of an Associate of 
Ar ts  degree in pre-engineering, construction technology or closely-related field; 

Emerien ce 

Three years of experience comparable to a Building Inspector IT in the City of Lodi. 
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LICENSES AND CERTIFIC4TES 

- Possession of a valid Driver’s License (Class C) issued from the California 
Depkment  of Motor Vehicles; 
Possession of an International Conference of Building Officials (ICBO) Plans 
Examiner and Combination Building Inspector certificates. 

. .  . 
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SENIOR CUSTOMER SERVICE REPRESENTATIVE 

DEFINITION 

Performs a variety of advanced journey-level and leadworker-level customer service tasks related 
to resolving customer billing problems and complaints; establishing, disconnecting and 
reconnecting service; high/low bill investigation; and customer inquiry resolution. 

DISTINGUISHING CHARACTERISTICS 

This is the advanced journey levd and leadworker class in the Customer Service Representative 
series. The Senior Customer Service Representative is distinguished from Customer Service 
Representative I1 in that this class performs the most complex customer service tasks and trains, 
mentors, assigns work to, and monitors the work of lower-level Customer Service 
Representatives. 

SUPERVISION EXERCISED AND RECEIVED 

Exercises lead direction over Customer Service Representatives. Receives general supervision 
fiom the Customer Service Supervisor or higher-level class. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

a 

a 

a 

a 

a 

a 

a 

a 

Leads, trains, mentors, assigns work to, and monitors work of Customer Service 
Representatives; 
Resolves the most complex customer service and complaints; 
Processes utility billings: inputs information into customer programs which produce a 
variety of service orders directed to field services personnel; edits bill batches for exceptions, 
compares accounts to rate schedule standards, researches account historical data to determine 
correctness, and approves bill batches for billing according to assigned rate schedules; 
Receives-utility bill payments over a public counter or through the mail; processes, 
balances, audits and prepares bank deposit; 
Receives revenue for licenses, permits, recreation fees and other City revenue accounts; 
Answers the telephone and responds to questions on utility billings, business and pet licenses 
and other City financial transactions; 
Designs and prepares departmental forms and operational manuals; prepares correspondence 
on procedural or informational matters; 
Participates in the development and implementation of department programs, systems, 
procedures and methods of operations, including computer-based systems. 
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Creates, maintains and monitors computerized files, databases and directories; conducts 
record searches and prepares statistical work sheets and other required documents; audits 
documents, verifies accuracy and ensures compliance with applicable regulations; 
Acts as a liaison to Field personnel to initiate or resolve issues relating to high or low bill 
investigations, meter reliability, disconnects and reconnects; 
Operates a personal computer to access customer account data from multiple computer 
systems; interprets and explains charges, policies, procedures, special programs and rates; 
initiates appropriate transactions to satisfy customer requests and internal accounting 
procedures; 
Resolves the most complex poblems involving customers’ statements, fees, payments and 
other service-related problems; 
Performs other related duties as required. 

MINIMUM OUALIFICATIONS: 

Knowledge of: 

Customer service techniques; 

Customer information systems. 

Utility rate structures and schedules; 
Department policies and procedures pertaining to utility billing and collection; 

Abilitv to: 

Perform routine mathematical computations; 
Perform clerical procedures in an organized and accurate manner; 
Operate a typewriter, calculator and other common office machines; 
Operate a computer terminal using various financial applications; 
Understand and carry out oral and written instructions; 
Interact with the public effectively and courteously; 
Communicate clearly and concisely; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work; 
Explain policies and utility rates to customers; 
Use a personal computer and job-related software applications; 
Learn and apply approved general ledger chart of accounts. 
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EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

0 Equivalent to completion of high school. 

Experience: z 

0 Three years of experience performing a variety of customer service tasks related to utility 
billing, service disconnects and reconnects, high/low bill investigation, customer inquiry 
resolution, and collecting, recording and balancing cash OR two years as a Customer Service 
Representative I1 with the City of Lodi. 
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SENIOR ENGINEERING TECHNICIAN . - 

DEFINITION 

Under general supervision, performs advanced technical, sub-professional office and 
field work involving design, surveying, computers, development services, traffic or other 
technical engineering services; performs other duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

This is a supervisory, lead or specialist level in the sub-professional, engineering class 
series. Positions in this clas’s are distinguished fiom the Engineering Technician II class 
in that they perform the most difficult and complex engineering support work and may 
provide lead direction and training to other en,heering staff. 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supervision from professional level engineers. May provide 
supervisory or lead direction over engineering techcians and others as assigned. 

EX4MPLES OF DUTIES: 

Duties may include but are not limited to the following; depending on engineering 
assignment: 

Performs complex drafting and mapping assignments using computer-aided methods; 
prepares layouts, plans specifications and other desigs for various public works 
projects from engineer’s instructions and notes; 
Checks parcel, subdivision maps, street improvement, siging/sQiping, and traffic 
control plans and procedures; determines and lays out controls for aerial 
photogrammetry; 
Reduces survey field notes, prepares quantity take-offs, calculates material quantities; 
maintains and updates accurate records, survey data and progress reports; 
Performs topographic surveying, using electronic equipment, setting lines, grades and 
taking measurements; 
Performs construction staking based on plans and techmcal directions of project 
engineer; 
May plan, monitor, evaluate work and train subordinate technicians, depending on 
assignment; 
Conducts specialized studies; provides technical support to -traffic engineer by 
assessing speed limits, traffic counts, vehicular and pedestrian volumes, parking data 
and traffic controls; 
Analyzes traffic.and accident data and assists the traffic engineer in determining 
improvements; 
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Prepares layouts, drawings, written reports, memoranda and letters for presentation to 
City Council; 
Researches and checks property descriptions, annexation descriptions, and prepares 
legal descriptions for easements and rights of way; processes easements and street 
rights-of-way dedications and abandonment. 
Answers questions and responds to requests for technical information from 
contractors, private engineers, private citizens, other City departments, and other 
government agencies on public works projects, City codes, ordinances, and policies; 
Supervises preparation of street utility inventory records and maintains street utility 
system maps; 
Prepares and issues encroachment and transportation permits; 
Prepares or assists in the preparation of State and Federal grants; 
Provides lead direction in the operation of computer for engineering recordkeeping, 
graphics, surveying and other engineering applications; develops engineering 
applications for computerized recordkeeping using various mapping data base 
software; 
Inspects minor public works construction projects; 
Performs related duties as required. 

MINIMUM OUALIFICATIONS: 

KnowledFe of: 

Principles, practices and terminology of varied engineering technical support work 
including drafting, mapping, traffic control, field inspection and field survey; 
Public works projects such as street reconstruction, subdivision improvements, and 
water and wastewater systems; 
Common public works construction methods and materials, and inspection; 
Principles of algebra, geometry and trigonometry; 
Computer systems and software including Computer Aided Drafting, Mapping and 
record keeping systems. 
Standard office practices and procedures; 
Data collection and analyses methods. 

Abilitv to: 

Plan, a s s i s ,  review and train others in work procedures; 
Use and operate networked personal computer, related software and peripheral 
equipment; 
Prepare skilled layouts, maps and graphic materials; 
Analyze technical engineering and statistical information, evaluate alternatives and 
make sound recommendations; 
Maintain records and prepare clear and concise reports and correspondence; 
Make accurate field inspections; 
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Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

. _  

EDUCATION AND EXPERIENCE: 

Any combination equivalent to experience and education that would likely produce the 
required knowledge and ability. A typical combination is: 

Education : 

Equivalent to completion hi& school supplemented by courses in drafting, surveying, 
and computer science. 

Experience: 

Three years of sub-professional engineering office or field work, including design, 
survey, traffic or inspection, which includes some experience in a lead worker 
capacity. 
College level courses .in Civil Engineering, hydraulics, statistics, surveying or 
gaphics  can be substituted on a year for year basis for up to two years of experience. 

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 
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SENIOR LIBR-Y ASSIST-kiT ~ - 

DEFINITION 

Provides a variety of support functions to various library units and offices, this includes public 
contact, providing information, typing, word processing, record keeping, establishing and 
maintaining file systems, and performing specialized processing related to library materials and 
services. This position exercises an advanced level of t e c h c a l  expertise and/or job knowledge 
relative to the library support function. 

DISTINGUISHING CH.UL4CTERISTICS 

This class is distinguished from the Library Assistant by the more complex and difficult duties 
performed. Positions in t h i s  class possess at least one of the following characteristics: 

Responsibility for the coordination of the library support functions of a library service unit. 
Knowledge of and ability to independently apply advanced technical skill to an important 
departmental function while assumin,o complete responsibility for that function. 

* 

SUPERVISION EXERCISED .LWD RECEIVED 

General supervision is provided by the Supervising Librarian. Functional or technical 
supervision may also be received from department staff. The Senior Library Assistant provides 
lead direction and training for lower library andor part-time staff positions. 

EX4MPLES OF DUTIES 

Duties may include, but are not limited to, lhe following: 

Provides lead direction to a library service unit to ensure work is prioritized and completed in 
a timely manner; 
Participates and assists in the administration of department functions such as, scheduling 
times when staff work at front desk, reviewing part-time time cards, preparing time reports, 
budget preparation, and purchasing books and materials; 
Gathers information from individuals or reference sources to process library card and other 
applications, various forms, and records; 
Responds to requests for information and complaints on regulations and policies; 
Assists in development of training materials and provides training for library unit st&; 
Evaluates effectiveness of training materials and training procedures; 
Assists in the development of new procedures for the service unit; 
Performs routine technical computer duties for assigned department including performing file 
back-ups, assigning passwords and security codes for individual desk-tops, training staff 
standard software, moving and cleaning hardware; troubleshooting hardware and software 
for staff prior to contacting City IT staff. 
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Enters and retrieves data fiom on-line or stand-alone computer systems, following 
established formats; 

*- Operates computer systems- to senerate reports and perform other automated processes; 
Types and/or transcribes correspondence, reports, forms and specialized documents related to 
the library and its functions f?om drafts, notes, or brief instructions; 
Performs various file maintenance activities; 
Performs other related duties as required. - 

LMINIMUM OUALIFICATIONS 

Knowledge of 

0 

English usage, spelling, grammar, and punctuation; 
Library functions, mode; office methods, procedures and equipment, including personal 
computers and standard software applications; 
Principles of supervision, training and pedormance evaluation. 0 

Abilitv to: 

a 

0 

. .. 
0 

a 

a 

0 

Understand the Library’s organization and operations as well as the operations of the City 
and outside agencies as they relate to functions of the City of Lodi Library; 
Communicate effectively, orally and in writing; 
Plan, organize, and manage specific functions *thin an assigned unit; 
Interpret and apply departmental policies, procedures, and rules; 
Type and/or transcribe from handwritten copy; 
Use and operate personal computer, related software and peripheral equipment; 
Compile and maintain complex and extensive records and files; 
Supervise and train subordinates; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce lhe qualifying 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to the completion of hi$ school. 

Experience: 

0 Two years of experience comparable to that of the Library Assistant in the City of Lodi. 
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SENOR _ .  POLICE RECORDS CLERK . - 

DEFINITION 

Performs the most complex and responsible police records clerical duties; Provides 
training and lead direction to others. Performs related duties as required. 

DISTINGUISHING CH-ARACTERISTICS 

This is the advanced journey/lead worker level of the Police Records Clerk series. 
Assignments at this level are characterized by in-depth technical knowledge requirements 
andor responsibility for pmviding direction to others. 

SUPERVISION EXERCISED AND RECEIVED 

General supervision is provided by professional or supervisory staff including direction 
from sworn supervisory persorpel. 

Responsibilities may include providing lead direction to Police Records Clerks, andor 
providing back up for hi&er level supervisors during their absence. 

EXA!!PLES OF DUTIES 

Duties may include, but are not limited to the following: 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Audits law enforcement-related data and statistical reports, verifies infomation 
against written reports, and makes corrections; 
Advises other staff on matters within area of expertise such as equipment and system 
operation, data coding, document processing, release of records, purges, and other 
activities; 
Researches records and prepares special reports, bulletins, and o&er information; 
Responds to inquiries and assists the public with research regarding specialized areas 
of departmental operations, regulations, policies, and judicial procedures; 
Issues permits for massage therapists, solicitors, and concealed weapons under 
Chiefs directions; 
Provides training to sworn and non-sworn staff on specialized procedures; required 
documents; and computer operation; 
Enters data, codes crimes, and records crimes for reporting using national hierarchical 
coding system; 
Researches and adds missing data from crime reports when available; 
Prepares more complex or sensitive documents such as criminal investigation reports, 
search warrants, subpoenas, and related documents; 
Coordinates special activities with other agencies such as extradition paperwork; 
Maintains specialized records, logs, and manuals; 
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- 

Schedules POST training and makes travtl arrangements; 
Attends meetings to take and transcribe ,%Utes; 
Composes correspondence regarding assiyed area of activity; . - 
Mayprovide secretarial services to a major division head; 
May function as acting supervisor of a clerical function in the absence of the regular 
supervisor; 
Performs other related duties as required. - 

IMINIMUM OUALIFICATIONS 

I(nowledo,e of 

Systems and procedures 2 for processing, maintenance, retrieval and release of police 
records; 
Applicable laws, codes, regulations, and policies; 

enforcement recordkeeping; 
Functions and authorities of the department and other criminal justice agencies; 
Office methods and procedures, use 2nd operation of personal computer, related 
software and other standard office equipment, filing, and recordkeeping; 
English gammar, spelling and punctuation. 

Basic operating principles, equipment and systems used in automated law 

Abilitv to: 

, _  
Train others in procedures, operations, md document processing; 

Interpret and apply complex rules and reglations to requests for confidential and 
public law enforcement related information; 
Prioritize work and coordinate several actikities simultaneously; 
Organize and maintain complex files and records; 
Establish and maintain effective working relationships with those contacted in the 
course of work; 
Type at a speed necessary for adequate job performance. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education inat would likely produce the qualifjmg 
knowledge and ability. A typical combination is: 

Education : 

Equivalent to completion of high school and an accredited course in law enforcement 
records management. . .  . 
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~~~- 

Experience: 

Two years of  responsible law enforcement records experience at .a Ievel equivalent to 
the'City's Police Records Clerk 11. 

OTHER REOUIREMENTS 

Must be able to pass a background investigation and meet City of Lodi Police 
Department requirements for security cIearance; specified positions must be willing 
to be subject to off-hours call in. 

LICENSES AND CERTIFICATES 

Possession of a valid Driver's License (Class C) issued from the California 
Department of Motor Vehicles. 

. .  . 
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_ .  SENIOR STOREKEEPER 

DEFINITION 

Under general supervision, coordinates and supervises operation of a central warehouse, 
which includes inventories of electric, water and sewer utilities and central stores for City 
departments; performs routine buying for selected divisions; perfoms related work as 
assigned. 

DISTINGUISHING CHARACTERISTICS 

This class of Senior Storekeeper is distinguished fiom that of Buyer in that the primary 
duties of h s  position are to supervise the day-to-day storekeeping activities; the Buyer is 
responsible for a wide range of purchasing functions, and acts as  Purchasing Office in 
hisher absence. 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supervision fiom the Purchasing Officer; confers with Purchasing 
Officer on pre-established buying activities. Exercises direct supenision over 
subordinate position(s) in the warehouse. 

EXAMPLE OF DUTIES 

Duties may include, but are not limited to, the following: 

Supervises and coordinates the receiving, storing and issuing activities of the 
central stores facility. 
Maintains stock w i h  pre-established stock levels; recommends changes in order 
schedules and order quantities; initiates replacement requests when supplies reach 
order point. 
Reviews bids and selects low bidder in accordance with prescribed procedures. 
Performs routine buying of supplies and equipment for electric utility and other 
utilities. 
iMakes daily entries of goods received, records issuance of outgoing stock and 
provides accounting division with summaries of materials issued. 
Fills orders and reviews requisitions submitted to stores by user department. 
Schedules, perfoms and supervises the delivery and pickup of materials, supplies 
and equipment at storase locations and job sites; operates forklift and crane 
during the course of work. 
Performs and supervises the daily, monthly and annual physical inventones; 
assists in investigating and reconciling discrepancies. 

. . .  
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Confers with supervisors concerning requests received for items not stocked; may 
recommend substitutes and takes appropriate action to supply requirements; 
designs and install stock _ .  contpl and inventory records. - 

Assigns work to subordinate employees at stores; assists Buyer when needed. 
Performs other related duties as required. 

Responsible for carryins out established safety program. 

MINIiMUM OUALIFICATIONS 

Storekeeping methods and procedures; 

Issuing procedures for power tools, traffic counters, water pumps and other 

Clerical process involikd in the receipt, storage and issuance of a variety of goods; 
Inventory controls and minimum record systems; 
Common had tools and equipment; 
Sale of scrap material and surplus property; 

equipment . 

Abilitv to: 

Organize and maintain a storeroom activity; 
Estimate future supply requirements; 
Cooperate wih others in predicting needs; 
Plan, layout and supervise fie work of employees performin,o routine storage work; 
Prepare and maintain records and reports; 
Operate material-handling equipment; 
Perform physical work requiring stra,s$h and aslity to lift and move heavy objects; 
Make arithmetical calculations and extensions; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and abilities. A typical combination is: 

Education : 

Equivalent to the completion of hi* school, supplemented by college level 
courses in Business Administrate or related field. 
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Experience: 

Two years of experience in procuri-ng, receiving, storing G d  issuing a variety of 
stores items, stock recordkeepins and inventory control. 

LICENSES -4ND CERTIFICATIES 

Possession of-a valid Driver’s License (Class C) issued &om the California 
Department of iMotor Vehicles. 

. .. 
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STOREKEEPER . -  

DEFINITION 

Receives, stores and issues supplies, equipment and tools. Maintains adequate stock 
levels and inventory records. Assists in the operation of a large diversified central 
warehouse system which includes inventories of electric, water and sewer utilities and 
central stores for all City Departments. 

DISTINGUISHING CHARACTERISTICS 

This class differs fiom other clerical classes in that it involves responsibility for physical 
handling, counting of materials, supplies, equipment and tools as well as clerical work 
involved in maintaining control records. 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supenision from the Senior Storekeeper or Purchasing Officer. 

EXAMPLE OF DUTIES 

Duties may include, but are not Iimited to, the following: 

0 

0 

0 

0 

Receives, checks, stores and issues supplies, equipment 2nd tools; 
Checks shipping invoices against purchase orders for quantiiy, quality, price and 
extension; 
Inspects deliveries for damaged goods or discrepancies in mount, size, type and 
terms of order; 
Receives authorized requests for supplies and equipment; issues amount and kind 
authorized; 
Maintains inventory control records; 
Assists in periodic inventories; 
Cleans and maintains assiged work area; 
Operates li&t equipment to pick up and deliver stock, mail and other items; 
Performs related duties as assigned. 

MINIMUM QUALIFICATIONS 

Knowledge of: 

Storekeeping and inventory methods and procedures; 
Nomenclature, g a d e  and classification of a variety of supplies, materials and tools; 
Operation and maintenance of stockroom equipment. 
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0 

0 

0 

_ .  

Maintain records and perform arithmetical calculations; 
Apply department policies and procedures; 
Petform heavy physical work in lifting and moving stock; 
Operate forklift and light equipment; 
Sort and store objects of medium weight and varying sizes and description; 
Compare names and numbers accurately; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION . 4 i D  EXPERIENCE 

Any combination of experience and education that would likely produce the qualifyrng 
knowledge and ability. A typical combination is: 

Education : 

Equivalent to the completion of high school. 

Experience: 

One year of experience in storekeeping and inventory work. 

LICENSES AND CERTIFICXTIES 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 

. .  
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SUPPORT SERYICES SUPERVISOR . ~ 

D E FTNITION 

Plans, organizes, directs and reviews the work of Support Services Operations including 
parking enforcement and mail services; coordinates customer serviee duties between 
Field Services and Utility Billing. 

DISTINGUISHING CHARACTERISTICS 

This supervisory position has responsibility for parking enforcement, mail services and 
customer relations in the Finance Deparhnent. 

SUPERVISION EXERCISED .IND RECEIVED 

Receives direction from the Finance Director. 

Exercises general supervision over support Services personnel. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Plans, organizes, directs and reviews the work of Parking Enforcement Assistants and 
mail service personnel; 
Assist in the preparation of budgets for Support Senices; 
Assists with and performs a variety of personnel actions including selections, 
promotions, performance evaluations, disciplinary measures and dismissals; 
Evaluates the operations of Parking Enforcement personnel and mail service 
personnel; recommends and implements improvements to systems and procedures; 
Coordinates with office staff to facilitate timely performance of Department 
procedures; 
Contacts delinquent accounts, and makes arrangements for payments; follows up to 
see that arrangements are kept; 
Receives and decides upon requests for extensions to payments; 
Seals meters for nonpayment; 
Contacts persons who have written bad checks; 
Files claims with Bankruptcy Court; 
Assists with the enforcement of Lodi Ordinances; 
Performs related duties as required. 

. .  



OUALIFICATIONS 

Knowledge o f  .. . -  

Abilitv to: 

Principles and practices of supervision; 
Procedures involved in mail services, enforcing parking laws and customer service; 
Public contact practices and techniques. - 

Communicate clearly and concisely; 

Supervise the work of others; 
Evaluate systems and procedures; make effective recommendations for improvement; 

Establish and maintai; cooperative and effective relationships with those contacted 
during the course of work. 

EXPERIENCE AND EDUC.4TION 

h y  combination of experience and education that would likely provide the qualifying 
knowledge and abilities. A typical combination is: 

Experience: 

Four years experience in a position involvhg public contact, two of which were in a 
supervisory capacity. 

. .. 

Education : 

Completion of Qh school or its equivalent. 

LTCENSES AND CERTIFICATES 

Possession of a valid Driver’s License issued from the California Deparhnent of 
Motor Vehicles. 

. .  
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JOB SPECIFICATIONS 
. .  

Administrative Clerk LrIl- Confidential 
Deputy City Clerk 
Human Resources Technician 
Legal Secretary 
Secretary to the City Manager 
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ADMXNISTKATIVE CLERK - COSVFIDESTIAL 

DEFINITIOS: 

Under direction provides a variety of routine to moderately difficult office support to 
various City departments and offices, which may include public contact, providing 
information, recordkeeping, specialized processing related to the department to which 
assiged, typing, word processing, and establishing and maintaining file systems; and 
performs related work as required. 

DISTISGUISHING CHARACTERISTICS: 

This is a fully qualified, journey level class; competent to perform a variety of office 
support and clerical duties. Positions are characterized by the presence of guidelines 
from which to make decisions, and the availability of supervision to resolve non-routine 
problems encountered. These positions assist or act in a confidential capacity to persons 
who participate in the formation, determination, or implementation of City management 
policies in the field of employer-employee relations. 

2 

SUPERVISION EXERCISED AND RECEIVED: 

Administrative Clerk work under senera1 supervision from hi$er level clerical &, or 
professional or managerial personnel. An Administrative Clerk may direct the work of 

. part-time or temporary clerical staff, but is not considered a lead level of classification. 

E X h i f L E S  OF DUTIES: 

Duties include, but are not limited to the following: 

Performs a variety of support duties related to the work unit to assist staff in various 
office and public activities; 
Serves as receptionist; receives and screens callers and visitors; provides infomation 
regarding City or unit practices and procedures to a variety of parties and the general 
public; 
Gathers information fkom individuals or reference sources to complete and process 
various forms, records, and applications; and contacts individuals to obtain additional 
information; 
Enters and retrieves data &om on-line or stand-alone computer systems, following 
established formats; operates computer systems to generate reports and perform other 
automated processes; performs various file maintenance activities related to computer 
systems; 
Maintains records and processes forms, such as time records, purchase requisitions 
and orders, and , -  others specific to the organizational unit; 
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0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Posts and transcribes data, prepares a id  updares a variety of reports, which may 
require the use of routine arithmetic calculation;; 
Establishes and maintains office files, m d  researches and compiles information from 
such files; 
Types correspondence, reports, forms, and specialized documents related to the 
hnctions of the organizational unit to which assigned from drafts, notes, dictated 
tapes, or brief instructions, using a typenriter or personal computer; 
Proofreads and checks ty-ped and other materials for accuracy, completeness, 
compliance with departmental policies, and correct English usage including grammar, 
punctuation, and spelling; 
Copies, assembles, and distributes repons and other witten materials; 
Collects fees, issues receipts, adds sums of figures, and performs related basic 
computations; 
Performs such office support activities 2s opening and distributing mail, processing 
outgoing mail, and ordering office supplies; 
Prepares recruitment materials includiq composing job announcements, writing and 
placins advertising, assembling mailing lists, and preparing and issuing candidate 
notices; 
Schedules, administers, an'd may score u-ritten tests; 
Schedules qualification appraisal boar&; 
Processes workers compensation paperwork, monitors claims, and serves as liaison 
between employees and City; 
Processes general liability claims and serves as liaison between public and City; 
Oversees and processes Certificates of Jhsurance from outside vendors; 
LMaintains effective relationships with those conractsd during the course of work; 
Performs other related duties as required. 

Knowledge of: 

Basic office practices and procedures, including filing and the operation of standard 
office equipment; 
Correct English usage, including spelling, gamxnar, and punctuation; 

3miness letter writing and the standard format for typed materials; 
Policies, procedures, processes and forms related to the department to which 
assigned; 
Basic business data processing principles md the use and operation of personal 
computers, related sofbvare and per iphed equipment. 

0 

* Basic business a r i h e t i c .  

Abilitv to: 

* 
* 

Understand and carry out oral and writteil instructions; 
iVaintain accurate records and files; 
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0 

0 

4 

0 

4 

4 

a 

0 

0 

0 

iMake accurate arithmetic calculations; 
Perfom detailed clerical work accurately; 

Maintain attention to detail despite interruptions; 
Communicate tactfuIly and effectively with the public; 
Learn specialized processins, procedures, and office support tasks related to the 
department to which assigned; 
Maintain confidentiality of department materials and issues. 
Organize and maintain office files; 
Compose routine correspondence from brief instructions; 
Use initiative and sound independent judgment within established guidelines; 
Operate standard office equipment including word processor and centralized 
telephone equipment; = 

Prioritize work and coordinate several activities simultaneously. 

Type at a speed necessary for adequate-job performance; . -  

EDUCATION AND EXPERIENCE: 

Any combination equivalent to experience and education that would likely provide 
the required knowledge k d  abilities would be qualif>.in,o. A typical combination is: 

Education : 

Equivalent to the completion of high school- including completion of specialized 
clerical coursework. 

Experience: 

LICENSES AND CERTIFIC4TES: 

Two years of responsible journey level clerical experience 
0 

Possession of a valid Driver's License (Class C) from the California Department of 
Motor Vehicles. 
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.. DEPUTY CITY C L E W  _ .  

DEFINITION 

Under general direction provides complex and specialized secretarial and administrative support 
to the City Clerk’s office, the City Council, and other city offices; performs or assists in a 
variety of mandated City Clerk hc t ions ;  provides lead direction and training to a mal l  group of 
Administrative Clerks or related staff; and performs related work as required. 

DISTINGUISHING CRAfL4CTEFUSTICS: 

This is a single position classification in the City Clerk’s office, requiring Depuitization as a 
Deputy City Clerk, and requiring specialized knowledge and skills related to the department. 
This class functions as the direct assistant to the City Clerk, and handles the more complex and 
specialized clerical assi,ments of the department. 

EXiiMPLES OF DUTIES: 

Duties may include, but are not limited to the following: 

0 

0 

0 

* 

0 

0 

0 

0 

0 

0 

Prepares and distributes City Council meeting and other (e.g. special session) agendas, 
prepares Council communications, prepves and distributes Council packets ensuring 
appropriate signatures and attachments; posts meeting announcements; 
Records Council votes; files, distributes, and publishes resulting resolutions and ordinances 
in the absence of the City Clerk; 
Prepares resolutions in the absence of the Legal Secretary; 
Prepares City Council meeting minutes, and takes, transcribes, and attests to minutes in the 
absence of the City Clerk; 
Prepares Council chambers for meetings; prepares recording equipment and documents 
information for City Council, d f ,  and the public; 
Provides secretarial support for the Mayor and Council members; 
Provides information to the public, City staff, and others that requires the use of significant 
judgment and the interpretation of policies, rules, or procedures, and researches requests for 
information under Public Act; 
Prepares complex and confidential correspondence, reports, proclamations, and materials 
from drafts, notes, dictated tapes, or brief instructions; 
Establishes, organizes, and maintains complex departmental filing systems and records, 
including original historical documentation and electronic management system; 
Performs various technical processing of forms, application, or procedures requiring in-depth 
subprofessional knowledge of the department’s functions; 
Provides lead direction, training, and work review to a small group of administrative clerks 
or closely related classifications; 
Records and certifies official bids; 
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a 
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Makes arithmetical or routine statistical computations related to department operations, 
payroll, and budgets; collects fees, and issues receipts; 

Notifies'officials of conflict of interest filing responsibilities and deadlines and maintains 
conflict of interest filings; 
Serves as travel coordinator for City Clerk, City Council and Department Heads; 
Assists in elections processes, inchding nomination filings, campaign filings, recording 
elections results, ind related; notifies elected officials of filing deadlines, and receives, 
examines, and maintains campaig filings; 
May act as a receptionist, receiving, screening and directing callers, and making 
appointments; 
Operates a variety of standard office equipment and software applications; 
Performs other related duties as required. 

May serve as Actins City Clerk in City Clerk's absence; . -  

MTN1 h1UM 0 U ALIFIC ATIONS : 

Knowledae of: 

a 

a 

a 

a 

a 

Policies, procedures, laws and regulations related to City Council agenda, meetings, minutes, 
resohtions, and ordinances; City Clerk election, campaign, and conflict of interest 
responsibilities; 
Office management practices and procedures, including filing systems, operation of standard 
office equipment, and basic knowledge of letter writing formats and composition; 
Basic business arithmetic, including percentages, decimals, and fiscal recordkeeping; 
Correct English usage, including spelling, garnmar, and punctuation; 
Use and operation of personal computers, software and penphenl equipment; 
Lead supervisory principles and practices; 
Basic organization and function of public agencies, including the role of elected City 
Councils, appointed boards and commissions. 

Abiiitv to: 

a 

a 

Read, interpret, and apply rules, policies, and procedures; 
Organize, research, and maintain office files and records; 
Take and transcribe accurate official minutes; 
Make arithmetic calculations with speed and accuracy; 
Compose correspondence and related items from brief instrucfions; 
Use initiative and sound independent judgnent within established guidelines; 
Operate standard office equipment including word processing and centralized telephone 
equipment; 
Type accurately at a speed necessary for adequate job performance; 
Maintain confidentiality of department materials and issues; 
Establish and maintain effective relationships with those contacted during the course of 
work. 
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EDUCATION .AND EXPERIENCE: 

Any comblnation equivalent to- experience and education that would likely provide the required 
knowledge and abilities would be qualifying. A typical combination is: 

. _  

Education: 
- 

Equivalent to the completion of hi$ school including completion of specialized cIerical 
coursework. 

Experience: 

Two years of responsible’journey level clerical experience for a public sector agency at a 
level equivalent to the City’s Administrative Clerk II. 

LICENSES -&VD CERTIFICATES: 

Possession of a valid Driver’s License (C1iis.s C) issued from the California Department of 
Motor Vehicles. 
Within six months of appointment, should obtain a state of California Notary Public 
certification. 

. .. 
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RUMAN RESOURCES TECHYICI-LY . - 

DEFINITION: 

Under general direction performs a variety of responsible par2professional and support 
duties related to -employee benefits, recruitment and selection, interpretation and 
application of policies and procedures, and compensation and classification 
administration; performs related work as assigned. 

DISTINGUISHING CHML4CTERISTICS: 

This classification is distinguished &om high level clerical classes by the extent and 
nature of responsibility for paraprofessional h c t i o n s  related to the city's personnel 
programs, and the requirement for understanding and interpretation of federal, state and 
local laws, codes, regulations and policies. This position assists or acts in a confidential 
capacity to persons who participate in the formation, determination or implementation of 
City, management policies in the field of employer-employee relations. 

SUPERVISION EXERCISED AND RECEIVED: 

This classification works under the general direction of the Human Resources Director or 
designee, and has responsibility for an assigned area of paraprofessional duties. May 
serve as office manager and provide lead direction to clerical support stafT 

EXAMPLES OF DUTIES: 
. .. 

Duties may include, but are not limited to the following: 

Provides a wide variety of information to employees requiring the interpretation and 
application of policies, procedures, programs, benefits, ,sludelines, and regulations; 
provides basic infomation on personnel programs and processes; 
Contacts insurance carriers andor third party administrators to resolve problems and 
answer employee questions; 
Prepares recruitment materials including composing job announcements, Writing and 
placing advertising, assembling mailing lists, and preparing and issuing candidate 
notices; 
Schedules, administers, and may score written tests; 
Performs complex calculations related to examination statistics, sick leave 
conversion, C03RA payments and eligibility periods, benefits coverage and 
payments, retirement calculations, and related; 
Conducts orientations for new employees; verifies compliance with immigration 
reform and control act provisions; 
Processes enrollment forms; and coordinates benefit (open enrollment, barginins 
unit changes) and retirement plan changes; 
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0 

0 

0 

0 

0 

0 

0 
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Processes and coordinates long term disability applications; serves a s  a liaison 
behveen employees and the city; processes unemploymznt insurance claims; 

Types confidential materials including disciplinary kKerS and materials related to 
negotiations process including memorandums of understanding; 
Participates in qualification appraisal boards as chairperson andor rater; 
Prepares and maintains a variety of complex records and files including federal and 
state reporting affirmative action, position control, salary history, negotiated 
agreements, personnel files, and related matters; 
Prepares and generates a variety of reports and statistical summaries manually or 
usins computer system; tracks data and prepares reports related to departmental 
budget; 
Responds to requests for information from other organizations; 
Performs a variety of responsible clerical work in support of the department including 
in-person and telephone reception, typing, preparation, duplication, assembly and 
distribution of documents, mail processing, photocopying, and related tasks; 
Maintains effective relationships with those contacted during the course of work; 
Performs other related duties as required. 

Conducts exit interviews; . -  

NIIN1MUh.I OU.1LIFICATIONS: 

Knowledge of: 

Fundamentals of the law, regulations and policies governing benefits, insurance, 
C03FL4, and City policies and procedures; 
Basic principles and procedures related to area of assignment such as insurance, 
benefits, retirement, recruitment and selection, and related; 
Systems and methods for recordkeeping, and file maintenance; 
General office methods including the use and operation of personal computers, 
related software, peripheral equipment. 

. .. 

Abilitv to: 

Interpret, explain, and apply complex regulations, rules, and agreements; 
Assist in the administration of various payroll programs, such as insurance, benefits, 
retirement, and employees deductions andor time; 
Maintain confidentiality of personnel-related materials and issues; 
Perform complex arithmetical and basic statistical calcularions accurately; 
Prepare a variety of Written reports, records, and correspondence; 
Type accurately at a speed necessary for adequate job performance. 
Establish and maintain effective working relationships with those contacted in the 
course of work. 
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EDUCATION AND EXPERIENCE: 

- Any combination equivalent to expe-ence and education that would likely provide the 
required’knowledge’s and abilities would be qualifymg. A typical combination is: 

Education: 

0 Equivalent to the completion of hi& school. 

Experience: 

Three years of responsible clerical experience performing human resources 
department hnctions. 

* 

LICENSES AND CERTIFICATES: 

Possession of a valid Driver’s License (Class C) issued fiom the California Department 
of iMotor Vehicles. 

. .. 

.. . 
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LEGAL SECRET.ARY . -  

DEFINITION 

Performs a variety of complex andor confidential secretarial and administrative duties 
for the City Attorney and Deputy City Attorney; manages the cIerica1 support functions 
for the office; provides a wide variety of legal-clerical services to the City Attorney’s 
Office. 

SUPERVISION EXERCISED .kYD RECEIVED 

General supervision is provided by the City Attorney. 

E X W P L E S  OF DUTIES: Duties may include, but are not limited to the following: 

0 

0 

Serves as office manager to ensure work is handled on a priority basis and completed 
in a timely manner; 
Acts as a receptionist; screens calls and visitors and refers inquiries as appropriate; 
responds to complaints and requests for information based upon office policies and 
procedures; 
.Participates and assists in the administration of an office; handles routine personnel, 
purchasing and budget duties; 
Types andor transcribes a variety of Correspondence and legal documents, including 
resolutions, ordinances, legal opinions, contracts, briefs, leases and agreements, from 
handwritten copy, Dictaphone andor shorthand notes; 
Prepares and processes legal papers and documents requiring howledge of l e p l  
format, terminology, and procedures; 
Sets up and maintains complex files of ongoing court cases; 
Maintains the law library; 
Researches, compiles and analyzes data for special projects and various reports; 
Composes and handles routine correspondence not requiring the City Attorney’s or 
Deputy City Attorney’s personal attention; 
Develops, implements, and maintains reiated filing systems on personal computers; 
Maintains effective relationships witfi those contacted during the course of work. 

MINIMUM QUALIFICATIONS: 

Knowiedae of: 

Legal tenninolog and the forms and documents used in legal clerical work; 
Legal procedures and practices involved in composing, processing, and filing a 
variety of legal documents; 
Standard legal references and their contents; 
Modem office methods and procedures. 
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SECRET-aY TO THE CITY 3IAiiAGER - 

DEFIi\lITION: 

Under direction, provides varied, complex and often confidential secretarial and office 
administrative assistance to the City Manager, Deputy City Manager, and associated 
administrative staff; may provide lead direction to a small clerical support staff; performs 
related work as assigned. 

DISTINGUISHING CHAR4CTERISTICS: 

This is the highest level secretarial class of the City. This class is distiqpished from 
other City secretarial classes in that the nature, diversity, and scope of responsibilities 
originating from this management level require the frequent use of discretion, initiative, 
and independent judgment, as actions can have a sigificant effect upon City operations 
or public relations activities. Responsibilities include reqlar contact with government 
officials, City Council or board or commission members; representative of business or 
community organizations, f ie public, and all levels of City personnel. 

EXAMPLES OF DUTIES: 

Duties may include, but are not limited to the following: 

0 . ._ 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Receives and screens visitors and telephone calls, providing information which may 
require the use of judgnent and interpretation of policies and procedures; 
iMaintains the City Mana,oer’s calendar, scheduling meetings, screening requests a d  
ensuring that the City iManager is cognizant of meeting times and individuals; 
Directs and trains office support staf f  in the City Manager’s office; 
Researches, compiles and summarizes a variety of informational materials; 
Opens mail and either personally handles or routes for handlin,o to appropriate ‘ 
department; 
Coordinates departmental activities with those of ober City departments, including 
follow-up on projects assigned to other departments; 
Types drafts and a wide variety of finished documents fiom stenographic notes, brief 
instructions, or printed materials; may input or retrieve data and prepare reports using 
an on-line or personal computer system; 
Initiates specified correspondence independently for signature by the City Manasp or 
associated administrative staft 
Reviews finished materials for completeness, accuracy, format, compliance with 
policies and procedures, and appropriate English usage; 
Organizes and maintains various administrative, reference, and follow-up fiies; 
Transmits information to others from the City Manager and associate administrative 
stafI’; . .  . 
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Collects information, composes articles, formats, prints and distributes City 
newsletter and other related publications as required; 

Organizes own work, sets priorities and meets critical deadlines; 
Maintains effective relationships with those contacted during the course of work; 
Performs other related duties as required. 

- Keeps informed of pertinent C i t y a d  departmental activities; - - 
0 

MINIMUM OUA%IFICXTIONS: 

Knowledoe of: 

0 

0 

0 

Standard office administrative and secretarial practices and procedures, including 
business letter writingx 
Use and operation of personal computer, related software and peripheral equipment; 
Basic organization and function of public agencies, including the role of an elected 
City Council and appointed boards and commissions; 
Record keeping, report preparation, and filing methods; 
Correct English usage, including spelling, grammar, punctuation, and vocabulary; 
Basic budgetary principles and practices and business arithmetic; 
Basic supervisory principles and practices; 
Basic records keepins principIes and practices. 

Abilitv to: 

0 

0 

0 

0 

Provide varied, responsible, and often confidential secretarial and office 
administrative assistance to the City Manager and associated administrative staff; 
Use initiative and independent judgment within established guidelines; 
Use tact, discretion, and prudence in establish.in,o and maintaining effective working 
relationships with those contacted in the c o m e  of the work; 
Analyze and resolve administrative situations and problems; 
Research, compile, and summarize a variety of informational materials; 
Compose correspondence independently or from brief instructions; 
Type at a speed necessary for adequate job performance; 
Organize work, set priorities, meet critical deadlines, and follow up assignments with 
a minimum of direction; 
Provide work direction and review for assiged staff. 

EDUCATION AND EXPERIENCE: 

Any combination equivzlent to education and experience that would likely provide 
the required knowledge’s and abilities would be qualifjmg. A typical combination is: 
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Education : 

- Equivalent to the completion of high school. . _  

Experience: 

Five years of increasingly responsible secretarial and clerical experience involving 
frequent contact with the public, including one year of support provided to a higher 
level administrator. 

LICENSES AND CERTIFICATES: 

Possession of a valid Driver's License (Class C) issued from the California 
Department of Motor Vehicles. 

. .. 


